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MWHUCTEPCTBO OEPA30BAHUA U HAYKU POCCUACKOW ®EQEPALIUU

NMPUKA3
ot 11 aBrycta 2014 r. N 975

OB YTBEPXXOEHUU
SEAEPANBbHOIO rOCYAAPCTBEHHOIO OBPA30BATEJIbHOIO CTAHOAPTA
CPEOHEIO NMPO®ECCUOHANBHOIO O6PA3OBAHUA NO CNELUUANBHOCTH
46.02.01 AOKYMEHTALWOHHOE OBECNEYEHUE YNPABJEHUA
N APXMBOBEOEHME

B cootBeTcTBMM ¢ nognyHkToM 5.2.41 TMonoxeHua o MuHucTepcTBe 06pasoBaHMA U Haykm Poccuinckon
depepaummn, yTBEPKAEHHOrO NoctaHoBneHnem lNpasuTtensctea Poccuiickon ®enepauum ot 3 ntoHa 2013 r. N 466
(CobpaHune 3akoHopatenbcTBa Poccunckon depepauun, 2013, N 23, ct. 2923; N 33, cT. 4386; N 37, cT. 4702;
2014, N 2, cT. 126; N 6, cT. 582; N 27, cT. 3776), nyHkToM 17 Npasun paspaboTku, yTBepxaeHus deneparnbHbIX
rocyapCTBeHHbIX 06pa3oBaTenbHbIX CTaHAAPTOB U BHECEHUS B HUX U3MEHEHWIA, YTBEPXKAEHHbLIX MOCTAHOBIEHVEM
MpaeutenbcTtBa Poccuickon epepaumm ot 5 asrycta 2013 r. N 661 (CobpaHue 3akoHogaTtenbcTBa Poccuiickon
®enepaumn, 2013, N 33, cT1. 4377), NnprKkasbiBaio:

1. YTBepauTb npunaraembli ¢edepanbHbil FOCY4apCTBEHHbIN 0Opa3oBaTenbHbIN CTaHOAPT CpegHero
npodeccuoHanbHoro obpasoBaHus no cneumanbHocTn 46.02.01 [JokyMeHTaLMOHHOEe obecneyeHne ynpaBneHns u
apxuBoBefeHue.

2. MpusHaTtb yTpaTMBLLKM cuny npukas MuHucTepcTBa obpa3oBaHus u Hayku Poccuickon ®epepauum ot 25
aHBapa 2010 r. N 75 "O6 yrtBepxgeHuM W BBedeHUM B [JeWcTBue begepanbHOro rocygapcTBEHHOro
obpa3oBaTenbHOro craHgapTa cpegHero npodeccuoHarnbHoro obpasoBaHWs no  cneunanbHocTn 034702
JdokymeHTaLuMoHHOe obecnedeHne ynpaBreHus U apxusoBedeHue" (3apernctpmpoBaH MUHUCTEPCTBOM tOCTMLMK
Poccuickon ®enepauunn 27 chespansa 2010 r., peructpaumoHHbin N 16526).

3. Hactosawun npukas Bctynaet B cuny ¢ 1 ceHTabpsa 2014 roga.

MuHucTp
0.B.JINBAHOB

MpunoxeHue

YTBEpXKOeH

npukasom MuHucTepcTea obpasoBaHus
n Haykn Poccuiickon ®enepauum

ot 11 aBrycta 2014 r. N 975

®EAEPAINBbHbIN FOCYOAPCTBEHHbLIN OEPA3OBATENbHbIA CTAHOAPT
CPEOHEIO NPO®ECCUOHANBHOIO O6PA3OBAHUA NO CNELUUANBHOCTH
46.02.01 AOKYMEHTALWOHHOE OBECNEYEHUE YNPABJIEHUA
N APXWBOBEJOEHME

I. OBNACTb NPUMEHEHUA

1.1. Hactoswwuin  egepanbHbli  FOCYAApCTBEHHbIM  obpasoBaTenbHbIl  CTaHgapT  cpedHero
npodeccroHanbHoro obpasoBaHusl NpefcTaBnseT cobo COBOKYMHOCTb 0OsidaTernbHbIX TpeboBaHUA K cpeaHeMy
npodeccroHansHoMy obpasoBaHuio no crneyunanbHoctTn 46.02.01 [JokymMeHTaUMOHHOEe obecneveHne ynpaerneHus
N apxvMBoBeAeHVe AN npodeccuoHanbHON obpas3oBaTenbHON opraHvM3auum M obpasoBaTeENbHOW opraHu3auum
BbiCLLEro 0Opa3oBaHusi, KOTOpPblE MMEKT MPaBO Ha peanu3auuio MMEKLMX rOCYAapCTBEHHYI0 akKpeauTauumio
nporpamMmm MOAroTOBKU CMeLuanucToB CpedHero 3BeHa No OaHHOW CreunanbHOCTW, Ha Tepputopum Poccuickon
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depepaumm (ganee - obpasoBartenbHasa opraHusaums).

1.2. MpaBo Ha peanu3aumio NporpaMmmbl NOArOTOBKM CMNELManvcToB cpedHero 3BeHa no cneumanbHOCTU
46.02.01 JokyMmeHTaumnoHHoe obecrnedeHne ynpaBneHns n apxmeoBeaeHne nmeet obpasoBaTernbHas opraHu3aumns
NPy HaNMyuMM CoOTBETCTBYIOLLEN NTMLEH3NN Ha OCyLLECTBEHNe obpasoBaTeNbHON AeATENbHOCTU.

Bo3amoxHa ceTeBad opma peanusauum nporpaMMbl MOArOTOBKW CrleuManucToB CpegHero 3BeHa C
MCMNonb30BaHNEM PECYPCOB HECKOMbKUX ObpasoBaTerbHbIX opraHusauuin. B peanusaummn nporpaMmbl NOArOTOBKU
crneunanncToB cpedHero 3BeHa C MCNoNb3oBaHWEM ceTeBo QOpMbl  Hapsgy C  obpasoBaTteribHbIMU
opraHusauMsMnM  Takke  MOryT  yyacTBoBaTb  MeOUUMHCKWE — OpraHusauun,  opraHusaumnm  KynbTypbl,
M3KyNbTYPHO-CNIOPTUBHbIE U MHbIE OpraHM3auun, obnagatoLme pecypcamu, He06XoAMMbIMY NS OCYLLECTBNEHUS
00y4eHnsn, npoBegeHus y4ebHOM W MPOU3BOACTBEHHOW MPAKTUKM W OCYLLECTBIEHUS WHbIX BMOOB Yy4YeOHOM
OeaTenbHOCTU, NPeayCMOTPEHHbIX MPOrpaMMoin NOArOTOBKM CMeuuanmncToB cpeaHero 3seHa.

Mpn peanusaumm nporpaMmmMbl NMOATOTOBKM CMELMANMCTOB CpeAHEro 3BeHa obpasoBaTenbHas opraHusauus
BNpaBe NPUMEHSITb SMEKTPOHHOE 0DyYeHne 1 ANCTaHLUMOHHbIE obpa3oBaTernbHble TexHonoruu. Mpu obyyeHnn nuy,
C OrpaHW4YeHHbIMW BO3MOXHOCTSIMU 3[40POBbS SMEKTPOHHOE O0yyYeHMe U AUCTaHLMOHHble OOpasoBaTeribHbIEe
TEXHOMOMMMU OOMMKHbI NpegycMaTpuBaTb BO3MOXHOCTb MNpuemMa-nepegadn MHgopMauum B AOCTYMHbIX AN HUX
hopmax.

II. UCIMONb3YEMbIE COKPALLEHNA

B HacTosiLeM cTaHgapTe NCMNONb3YTCA cnefyoLlmne cCokpalleHns:

CINO - cpeaHee npogeccuoHanbHoe obpasoBaHue;

®IrOC CIMO - dbenepanbHbI rocygapcTBEHHbIN 0bpa3oBaTerbHbIA CTaHA4apPT cpegHero NpodeccMoHanbHOro
obpasoBaHus;

MMNCCS3 - nporpamma No4roTOBKM CMELMAnMCTOB CPpeaHero 3BeHa;

OK - obLas koMmneTeHuus;

MK - npodheccrmoHanbHast KoMnNeTeHums;

MM - npodeccrnoHanbHbI MOgyrb;

MUK - mexgmcumnnmnHapHbIin Kypc.

[Il. XAPAKTEPUCTUKA MNMoarOTOBKKM MO CMELUWAITIBHOCTU

3.1. Mony4eHune CIMO no MMNCC3 gonyckaeTcs Tonbko B 06pa3oBaTesibHOM OpraHn3auuu.

3.2. Cpoku nony4venns CrO no cneumansHoctn 46.02.01 JokyMeHTaumoHHoe obecneveHne ynpaBneHns u
apxuBoBeeHne 6a30BoOV NOATOTOBKM B O4HOW hopMe 0Oy4eHMs 1 npucBanBaeMble KBanudmkauum npuBoasitcs B
Tabnuue 1.

Tabnuua 1
YpoBeHb 0bpasoBaHus, HaumeHoBaHWe kBanudmkaumm Cpok nonyyenuns CINO no MNMCC3

HeobGXxoAMMbIN Anst npuemMa Ha ©a30BoV NOAroTOBKU ©a30BoOV NOAroTOBKM B OYHOM

obyyenme no MMNCC3 dopme obyyeHna <1>
cpeaHee obuiee obpasoBaHue Cneuuanuct no 1 rog 10 mecsues

OOKYMEHTaLNOHHOMY
OCHOBHOE€ 06LLee obpasoBaHue obecrneyeHmio yrpaeneHms, 2 roga 10 mecsues <2>
apxmBuCT

<1> He3aBncnmo oT NpMMeHsieMblx 0Bpa3soBaTernbHbIX TEXHOMOMMN.

<2> Ob6pasoBaTenbHble OpraHu3auun, OCYLLECTBRSIOLWME MOATOTOBKY CMeuuanvicToB cpedHero 3BeHa Ha
6a3e ocHOBHOro obLero obpasoBaHusi, peanusyoT doedeparbHbI Focy4apCTBEHHbIN 0OpasoBaTenbHbIA CTaHaapT
cpenHero obuero obpasoBanus B npegenax MNMNCC3, B TomM yncre ¢ y4eToM nonyvaemoi cneumansHoct ClO.

KoHcynbTaHTlnoc: npumedaHme.
Hymepaumnsa nyHKTOB AaHa B COOTBETCTBUM C OpuLManbHbIM TEKCTOM JOKYMEHTa.
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3.2. Cpoku nony4veHust CIrO no MMNCC3 yrnybneHHoN NOAroTOBKM MPEBLILLAOT HAa OAWH FO4 CPOK NOMyYeHus
CIMO no MMNCC3 6a3oBoi NOArOTOBKM.
Cpokn nonyuyenmsa CMO no cneuymanbHocTn 46.02.01 [okymeHTauuoHHoe obecnevyeHue ynpasreHus u

apxvBoBefeHue yrinybneHHon noAroToBkM B OYHOM (hopMe oOydeHus W npucBanBaemble KBanudumkaumu
npueogsTcs B Tabnuue 2.

Tabnuua 2
YpoBeHb 06pa3oBaHug, HanmeHoBaHwue kBanudukaumm |  Cpok nonyyeHus CIMO no MMNCC3
HeobGXxoAMMbIN Anst npuema Ha yrny6neHHon NoaroToBKU yrny6neHHON NogroToBKN B OYHOM
06yyeHue no MNMCC3 hopme 0byyeHusa <1>
cpeaHee obuiee obpasoBaHue Cneumanuct no 2 roga 10 mecaues
OOKYMEHTaLUNOHHOMY
OCHOBHOe obLLee obpasosaHme obecreyeHmio yrpaeneHms, 3 ropa 10 mecsaues <2>
apxvBuCT

<1> He3aBncnMO OT NpMMeEHsiEMbIX 0Bpa3oBaTenbHbIX TEXHOMOMMN.

<2> Ob6pasoBaTenbHble OpraHu3auun, OCYLLECTBRSIOLWME MOATOTOBKY CMNeuuanvicToB cpedHero 3BeHa Ha
6a3e ocHOBHOro obLero obpasoBaHusi, peanusyoT doeaeparnbHbIi Focy4apCTBEHHbIN 0bpa3oBaTenbHbIA CTaHaapT
cpenHero obLero obpasoBanus B npegenax MNMNCC3, B Tom yncre ¢ y4eToM nonyvaemon cneumansHoct ClO.

Cpokn nonyyennsi CIMO no MMCC3 6a3oBor M yrnyoneHHOW MOAroTOBKUM HE3aBUCUMO OT MPUMEHSIEMbIX
06pa3oBaTenbHbIX TEXHOMOMMIN YBENUYMBAKOTCS:

a) anga obyyaroLwmnxcs no 04HO-3a04HOM U 3a04HOM hopMaM OByYeHUs:

Ha 6a3e cpepfHero obuero obpasoBaHus - He 6onee yem Ha 1 rog;

Ha 6a3e ocHOBHOro obLlero obpasoBaHus - He 6onee yem Ha 1,5 roga;

6) Ana NHBaNUAOB Y NUL, C OrpaHNYEHHbIMU BO3MOXHOCTSAMM 340pOBbS - He 6onee yem Ha 10 mecsiLeB.

IV. XAPAKTEPUCTWKA MPO®ECCUOHANBHOW
JEATENBHOCTW BbIMY CKHUKOB

4.1. Obnactb nNpodeccnoHanbLHON AeATENbHOCTU BbINYCKHUKOB: AEeATENbHOCTb B cekpeTapuartax, cnyxodax
OOKYMeHTaLUMOHHOro obecneyeHns, kagpoBbix Criyxbax M apxvMBax rocygapCTBEHHbLIX OPraHoOB U yYpexaeHwi, B
opraHax MEeCTHOIO CaMOyMnpaBMeHUsi, HErocy4apCTBEHHbIX OpraHmsaumsax Bcex opM  COBCTBEHHOCTMH,
06LLEeCTBEHHbIX OpraHn3aumnsax (yupexaeHusx).

4.2. O6bekTamu npoeccnoHanbHoOM A4eaTenbHOCTU BbiMYCKHUKOB SIBMSIOTCA:

OOKYMEHTbI, CO3fiaHHble NobbIM CNOCOBOM [OKYMEHTUPOBAHHUS;

CMCTEMbI JOKYMEHTaLMOHHOro obecneyeHns ynpaBneHus;

CUCTEMbI 3NEKTPOHHOIO JOKYMEHTO060pPOTa;

apXvBHblEe JOKYMEHTHI;

nepBUYHbIE TPYOOBbIE KONMNEKTUBDI.

4.3. Cneumanuct no AOKYMeHTauMOHHOMY obecrnedyeHuto ynpasneHusi, apxuBucT (6asoBor NoAroToBKW)
rOTOBUTCS K CneayowmM Brgam AeaTenbHOCTU:

4.3.1. OpraHnsaums JoKyMeHTaLMOHHOrO obecneyeHns ynpaBneHust n yHKLNOHNPOBAHWS OpraHnsaLum.

4.3.2. OpraHnsaums apxmMBHOM 1 CrpaBOYHO-MHOPMALMOHHON paboTbl MO AOKYMEHTaM OpraHu3aumu.

4.3.3. BbinonHeHve paboT no OOHOW WM HECKONbKUM npodeccusaMm paboudmx, OOMKHOCTAM CryKaljux
(npunoxeHue k HacToswemy ®rOC Cr10).

4.4. Cneumanuct no AOKYMEHTaLUOHHOMY oOecrneyeHnto ynpaBneHusl, apXmBucT (yrnyOneHHON nogroToBku)
rOTOBUTCS K CneayowmM Brgam aesaTenbHOCTU:

4.4.1. OpraHnsaums JoKyMeHTaLMOHHOro obecneyeHuns ynpaBneHust n oyHKLNOHNPOBAHWS OpraHnsaLum.

4.4.2. OpraHnsaums apxmMBHOW 1 CrpaBOYHO-MHPOPMALMOHHON paboTbl MO AOKYMEHTaM OpraHu3aumu.

4.4.3. OcywecTBneHMe [OOKYMEHTAUMOHHOrO obecnevyeHnss ynpaBneHust W apxXMBHOrO Jdena c
NCNonb30BaHNEM NMPOrpaMMHbIX CPEACTB ydeTa, XpaHeHnsi, 06paboTkm 1 nomcka AOKYMEHTOB.
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4.4.4. BbinonHeHve paboT no OOHOW WKW HECKOMNbKUM npodeccusaMm paboudmx, OOMKHOCTAM CryKaljux
(npunoxeHue k HacToswemy ®rOC Cr10).

V. TPEBOBAHNA K PE3YNIbTATAM OCBOEHUA MPOIrPAMMBI NOATOTOBKA
CMNEUMATNTINCTOB CPEOHEIO 3BEHA

5.1. Cneumnanuct no JOKYMEHTaUMOHHOMY OBecneyeHuio yrpasreHus, apxmBucT (6a30BOM MOArOTOBKM)
AormkeH obnagatb o6 MMM KOMNETEHLUUAMN, BKIOYAOLWUMKU B cebsa cnocoBbHOCTb:

OK 1. lNoHMMaTb CYLIHOCTb M coumarnbHy 3HAYUMMOCTb cBOoel Byayuien npodeccuun, NposBNATb K Hen
YCTOMYMBbLIA MHTEPEC.

OK 2. OpraHnsoBblBaTb COOCTBEHHYIO AEATENbHOCTb, BbIOMpaTh TUMOBbIE METOAbI U CNOCOOLI BbINOMHEHWS
npodeccuoHarnbHbIX 3a4ad, oueHnBaTb MX 3P(EKTUBHOCTb N KA4YECTBO.

OK 3. MNpuHUmaThb pelleHns B CTaHAAPTHBIX U HECTaHOAPTHbIX CUTyauUMsX U HECTU 3a HUX OTBETCTBEHHOCTb.

OK 4. OcyuwectBnate MOUCK M UCNOMb30BaHWE WHGOpMaLMK, Heobxogumon pans 3ddeKTUBHOMO
BbINOMHEHUS NpodecCMoHanbHbIX 3agay, NpogeCccuoHanbLHOro 1 IMYHOCTHOMO PasBUTKUS.

OK 5. Wcnonb3oBatb MHPOPMALMOHHO-KOMMYHUKALMOHHbBIE ~ TEXHOMOrMM B MPOdEeCCUOHarbHOM
OesaTenbHOCTH.

OK 6. PabGotaTb B KOnmektuBe W KoMaHAe, 3pdeKTMBHO oOLaTbCss C KOnneramu, PyKOBOACTBOM,
notpebutenamm.

OK 7. Bbpatb Ha ceba OTBETCTBEHHOCTb 3a paboTy uNEeHOB KOMaHAbl (MOAYMHEHHbIX), pe3ynbTar
BbINOMHEHUS 3adaHunN.

OK 8. CamocTtoaTenbHO onpeaendatb 3agavvM npodeccuoHansHOro 1 AMYHOCTHOMO Pa3BUTUS, 3aHUMATbCS
caMoobpasoBaHneM, OCO3HaHHO MNNaHMpoBaTb NOBbLILEHWE KBanudmkaumm.

OK 9. OpueHTMpoBaTbCA B YCOBMUSAX YaCTOW CMEHbI TEXHOMOMI B NPOoeCCMoHansHOM AeATENbHOCTMW.

5.2. Cneunannct no [OKYMEHTaUMOHHOMY OBecneyeHuto yrpasreHus, apxvmBucT (6a3oBoM MOArOTOBKM)
AormkeH obnagatb NpodeccnoHanbHbIMU KOMNETEHLNSMU, COOTBETCTBYIOLLUMU BUAaM AeATENbHOCTU:

5.2.1. OpraHusauusi OKYMeEHTaLMOHHOro obecneyveHus ynpasneHms u yHKLMOHMPOBaHNA opraHn3aL uu.

MK 1.1. KoopanHupoBatb paboTy opraHusauum (MpUueMHon pykoBoguTens), BECTU Npuem nocetTutenen.

MK 1.2. OcywecTBnATe paboTy Mo NOAroToBKE M NPOBEAEHUIO COBELLAHWIA, OENOBbIX BCTPEY, NMPUEMOB Wt
npeseHTauumn.

MK 1.3. OcyLecTBnaTb NOArOTOBKY AENOBbIX MOE340K PYKOBOAUTENSA U APYrUX COTPYOHUKOB OpraHM3aumm.

MK 1.4. OpraHu3oBbiBaTb paboyee MecTo cekpeTaps U pyKoBogUTENS.

MK 1.5. OcopmnATb N perncTpupoBaTb OpraHU3aLmMoOHHO-pacnopaamTenbHble JOKYMEHTbI, KOHTPONMPOBaThL
CPOKM X UCMOMHEHUS.

MK 1.6. OGpabaTbiBaTb BXOOALUME U WCXOQALWIME AOKYMEHTbI, CUCTEMaTU3MpoBaTb WX, COCTaBNATb
HOMeHKNaTypy Aen n hopMmnpoBaThb 4OKYMEHTHI B Aena.

MK 1.7. CamocTtoaTenbHO paboTaTb C AOKYMEHTaMK, CopepXxalmmMm KoHduaeHunanbHyo nHgopmaumio, B
TOM 4ucne ¢ AOKYMEHTaMu No fIMYHOMY COCTaBy.

MK 1.8. OcywecTBnaTe TenedoHHoe obcnyxmBaHue, NpUHUMaTh U nepedasaTb akchbl.

MK 1.9. OcywecTBnaTb NOAFOTOBKY AEN K Nepegave Ha apXMBHOE XpaHeHMe.

MK 1.10. CoctaBnAtb OnNuUCKM Aen, OCYLLeCTBMATb MOArOTOBKY Aen K nepedade B apxvMB opraHuM3auumu,
rocygapCTBeHHblE Y MyHULMNANbHbIE apXUBbI.

5.2.2. OpraHu3auusi apxmBHON 1 CNPaBOYHO-MHOPMAaLMOHHON paboTbl NO AOKYMEHTaM OpraHv3aLmu.

MK 2.1. OcywecTBnaTb 3KCNEPTU3Y LEHHOCTM [OKYMEHTOB B COOTBETCTBUM C [OEelCTBYHOLUMMU
3aKkoHofaTerbHbIMU akTaMu U HopMaTUBaMu.

MK 2.2. Bectn paboTy B cuctemax areKTpoHHOro AOKyMeHToobopoTa.

MK 2.3. PaspabaTbiBaTb M BecTu knaccudwukatopbl, Tabenu u Apyrme CnpaBOYHMKM MO [LOKYMEHTaM
opraHusaumm.

MK 2.4. ObecneumBatb nNpuemM U paumoHanbHOE pasMelleHVe [OKYMEHTOB B apxuBe (B TOM u4ucne
OOKYMEHTOB MO NIMYHOMY COCTaBy).

MK 2.5. ObecneunBaTb y4eT U COXPAHHOCTb JOKYMEHTOB B apXuBe.

MK 2.6. OpraHu3oBbiBaTh MCMOMb30BaHWE apXMBHbIX JOKYMEHTOB B HaY4HbIX, CMPABOYHbLIX U MPaKTUYECKUX
uensx.

MK 2.7. OcywecTBnsaTb OpraHn3aunoOHHO-METOANYECKOE PYKOBOACTBO M KOHTPONb 3a paboToi apxuea
opraHu3auum 1 3a opraHm3aumen JOKYMEHTOB B 4eNonpon3BoacTBe.
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5.2.3. BbinonHeHne paboT No 04HON UK HECKOMbKMM Npodeccusam paboumx, AOMMKHOCTAM Cry>KaLLyX.

5.3. Cneumnanuct no OKyMeHTaUMOHHOMY obecneyvyeHunto ynpaBneHus, apxuBmcT (yrnybrneHHom noaroToBku)
AormkeH obnagatb o6 MMM KOMNETEHUUAMN, BKIOYaOLWUMKU B cebsa cnocoBbHOCTb:

OK 1. MNoHMMaTb CYLIHOCTb M couMarnbHyl 3HAYUMMOCTb cBOoeln Byayuien npodeccuu, NposBnATb K HEn
YCTOMNYMBbLIA MHTEpPEC.

OK 2. OpraHusoBbiBaTb COBCTBEHHYIO [O€ATENbHOCTb, OnpefensaTb MeToabl U Cnocobbl BbIMNOMHEHUS
npodeccuoHanbHbIX 3agad, oueHMBaTb MX 3¢pdEKTUBHOCTbL N Ka4EeCTBO.

OK 3. PewaTb npobnemebl, oLeHNBaTb PUCKM U MPUHUMATb PELUEHNs] B HECTAHOAPTHbBIX CUTyaLuusaXx.

OK 4. OcyulectBnATb NOUCK, aHanNM3 1 oueHKy WHdopMaumm, HeobxoguMon Anst NOCTAaHOBKU N peLleHust
npodeccuoHarnbHbIX 3agad, MPodeCccnoHanbHOro U IMYHOCTHOIO Pa3BUTUS.

OK 5. MWcnonb3oBatb MHOPMALMOHHO-KOMMYHUKALMOHHBIE TEXHOMOrMKM Afs  COBEPLUEHCTBOBAHUS
npodeccrnoHanbHOM OeATENbHOCTU.

OK 6. Pabortatb B konnektuBe M Komange, obecneuymBatb e€e chroyeHue, adpekTuBHO obuiaTtbes C
Kornneramu, pykoBOACTBOM, NOTpebutenamu.

OK 7. CtaBuTb Lenu, MOTUBMPOBATb AEATENbHOCTb MOAYMHEHHBIX, OPraHN30BbIBaTb U KOHTPONMPOBaTb WX
paboTy ¢ NpUHATUEM Ha cebsa OTBETCTBEHHOCTU 3a pe3ynbTaT BbINOMHEHUS 3a4aHuN.

OK 8. CamocTtoaTenbHO onpeaendatb 3agavvM npodeccuoHansHOro M AIMYHOCTHOMO Pa3BUTUS, 3aHUMATbCS
caMmoobpasoBaHMeM, OCO3HaAHHO NNaHMpPoBaTb NOBLILEHWE KBanudukaumm.

OK 9. BbITb roTOBBIM K CMEHE TEXHONOMNI B MPOECCHOHaNbHOM AeATENbHOCTY.

5.4. Cneumnanuct no JOKyMeHTaUMOHHOMY obecneyvyeHuto ynpaBneHus, apxusmcT (yrnybrneHHom noaroToBku)
JorxkeH obnagatb NpodeccnoHanbHbIMU KOMMNETEHUNAMU, COOTBETCTBYHOLLMMU BUOAM OEATENbHOCTH.

5.4.1. OpraHnsaumsa 4OKYMEHTaLMOHHOro obecneyeHns ynpaeneHus n QyHKLMOHNPOBAHNSA OpraHu3aLunm.

MK 1.1. KoopanHupoBatb paboTy opraHusauum (MpUueMHon pykoBoguTens), BECTU Npuem nocetTutenen.

MK 1.2. OcywecTtBnATh paboTy NO NOAroToBKE M NPOBEAEHMIO COBELLAHWA, OEMNOBbLIX BCTPEY, NPUEMOB U
npeseHTauun.

MK 1.3. OcywiecTBnaTb NOATOTOBKY AEMNOBbLIX NOE3A0K PYKOBOAUTENS N APYrMX COTPYAHMKOB OpraHu3auuu.

MK 1.4. OpraHu3oBbiBaTh paboyee MECTO cekpeTaps U pykoBoguTens.

MK 1.5. OcopMnaTb 1 perncTpupoBaTb OpraHU3aunoHHO-pacnopaanTenbHble JOKYMEHTbI, KOHTPONMUPOBaTb
CPOKWN UX UCMOMHEHMS.

MK 1.6. OGpabaTbiBaTb BXOOALUME KN WCXOQALWIME AOKYMEHTbI, CUCTEMaTU3MpoBaTb WX, COCTaBNATb
HOMeHKNaTypy Aen n hopMmnpoBaThb 4OKYMEHTHI B Aena.

MK 1.7. CamocTtoaTenbHO paboTaTb C AOKYMEHTaMK, copepxalmmMmm KoHduaeHunansHyo nHgpopmaumio, B
TOM 4ucne ¢ AOKYMEHTaMu No fIMYHOMY COCTaBy.

MK 1.8. OcywecTBnaTe TenedoHHoe obcnyxmBaHue, NpUHUMaTh U NepedasaTb (akchbl.

MK 1.9. OcywecTBnaTb NOATOTOBKY AEN K Nepefayve Ha apxXMBHOE XpaHeEHMeE.

MK 1.10. CoctaBnAtb OnNuUCKM Aen, OCYLLeCTBMATb MOArOTOBKY Aen K nepedaye B apxvMB opraHuM3auumu,
rocyaapCTBEHHbIE N MyHMLMNANbHbIE apXUBbI.

MK 1.11. BoigaBaTb B COOTBETCTBUN C NOCTYNAOLLUMUN 3arpocaMm apXUBHbIE KOMUU U JOKYMEHTBI.

5.4.2. OpraHu3auusi apxmBHON 1 CNPaBOYHO-MHAOPMAaLMOHHON paboTbl NO AOKYMEHTaM OpraHv3aLnu.

MK 2.1. YyacTtBoBaTb B paboTe no 3KCnepTu3e LEHHOCTU OOKYMEHTOB B COOTBETCTBUM C OEMCTBYHOLLMMU
3aKkoHoAaTenbHbIMK akTaMn 1 HopMaTMBamu.

MK 2.2. Bectn paboTy B cuctemax areKTpoHHOro AOKyMeHToobopoTa.

MK 2.3. PagpabatbiBaTb U BecTU Knaccudgukatopbl, Tabenu M uHble CNpPaBOYHUKM MO [OKYMEHTaM
opraHusaummn.

MK 2.4. ObecneumBatb nNpuemM U paumoHanbHOE pasMmelleHne [OKYMEHTOB B apxuBe (B TOM u4ucne
OOKYMEHTOB MO JIMYHOMY COCTaBy).

MK 2.5. ObecneunBaTb y4eT U COXPAHHOCTb JOKYMEHTOB B apXuBe.

MK 2.6. OpraHu3oBbiBaTh MCMOMb30BaHWE apXMBHbIX JOKYMEHTOB B HaYYHbIX, CMPABOYHbLIX U MPaKTUYECKUX
uensx.

MK 2.7. OcywecTBnsaTb OpraHn3aLnMoOHHO-METOANYECKOE PYKOBOACTBO M KOHTPONb 3a paboToi apxuea
opraHu3aumm 1 3a opraHm3aumen JOKyMEHTOB B 4eNonpon3BoaCcTBe.

5.4.3. OcyllecTBneHne [OOKYMEHTALUMOHHOrO obecneyeHns ynpaBreHWs W apxXMBHOIO Adena C
NCNosib30BaHNEM NPOrpaMMHbIX CPEACTB yyeTa, XpaHeHus, o6paboTkM U noncka AOKYMEHTOB.

MK 3.1. OcywectBnate MHMOOPMALMOHHYKO pPaboTy MO [OKYMEHTaM, B TOM 4YUCIE C MCMOSib30BaHUEM
OPITEXHUKN, NPOrpaMMHbIX CPEACTB y4YeTa, XpaHEHUs! U Moucka JOKYMEHTOB M OpPYruX crieumanm3npoBaHHbIX 6a3
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OaHHbIX.

MK 3.2. MpuHMMaTb Mepbl NO YNOpPSOOYEHUIO cocTaBa [OKYMEHTOB W UHEOPMALMOHHBIX MOTOKOB,
COKpaLLeHUIo UX KonuyecTsa 1 ONTUMm3aunm AOKYMEHTONOTOKOB OpraHmn3aLm.

MK 3.3. Bectn paboTy no cosgaHuio CMpaBOYHOrO annapata Mo [OKyMeHTam C Lenbio obecrnedeHust
yAo6bHOro 1 BeICTPOro nx noucka.

MK 3.4. MNoarotaBnuBaTb [aHHble, HeOOXoOAUMbIE ONS COCTaBMEHMS CMNpaBOK Ha OCHOBE CBEAEHUN,
NMEILLMXCA B JOKYMEHTax apxmea.

MK 3.5. MNpuHumaTh yyYactue B paspaboTke NoKanbHbIX HOPMAaTWMBHBLIX aKTOB OpraHu3auun Mo BOMpocam
OOKYMEHTALMOHHOro obecneyeHunst ynpaBneHns 1 apXmBHOro agena.

MK 3.6. MpuHMmaTb y4acTne B paboTe nNo nogbopy M pacCTaHOBKE KagpoB Chy»Obl AOKYMEHTaLWMOHHOMO
obecneyeHns ynpasneHns 1 apxmea opraHusaunm.

5.4.4. BoinonHeHne paboT No O4HON UK HECKOMbKMM Npodeccusam paboumx, AOMKHOCTAM Cry>KaLLyX.

VI. TPEBOBAHNA K CTPYKTYPE NPOIrPAMMBI MOAIrOTOBKU
CMNEUMATNTINCTOB CPEOHEIO 3BEHA

6.1. MMNCC3 npegycmaTtpuBaeT U3yydeHne crieqytowmnx y4ebHbIX LMKIOB:

obLero ryMaHMTapHoro u coumnanbHO-3KOHOMUYECKOTO;

MaTeMaTU4eckoro 1 obLero eCTeCTBEHHOHay4YHOro;

npoeccnoHarnbHoro;

1 pa3genos:

yyebHas npakTuka;

Npon3BOACTBEHHas nNpakTuka (no Npoduno cneynansbHOCTN);

Npou3BOACTBEHHas NpakTuka (npegaunnomMmHas);

NpOMeXyTovHasa atTecTaums;

rocygapcTBeHHas utorosas atrectaums.

6.2. ObsizatenbHas yactb MMNCC3 no y4ebHbIM UMKNaM [OMMKHa CoCcTaBnsaTb okono 70 MpoueHToB OT
obuwero obbema BpeMeHW, OTBEOEHHOr0 Ha WMX ocBoeHue. BapuatuBHas 4vactb (okono 30 npoueHToB) Aaet
BO3MOXHOCTb pacluMpeHus u (unu) yrnybneHus nogroToBky, onpeaensemMon cogepkxaHmeM obsisaTenbHom YacTtu,
NonyvyeHnss  OOMOMHUTENbHBIX  KOMMETeHUUR, YMEHUWA W 3HaHWW, HeobxoauMmbix Ansg  obecrnevyeHus
KOHKYPEHTOCMOCOOHOCTM  BbIMYCKHMKA B COOTBETCTBUM C 3anpocaMu pernoHanbHOro pbiHKa Tpyaa U
BO3MOXHOCTSIMU MPOAOIKeHnsa obpasosaHus. JUCUmMninHbl, MexgucuunimHapHble Kypcbl U npodeccuoHarbHble
MOAYNN BapMaTUBHOM YacTu onpeaensoTca obpasoBaTenbHON opraHM3aunen.

OO rymMaHUTapHbLIA M COLMarbHO-3KOHOMUYECKUA, MaTEMaTUYEeCKUA U OOLUMIA eCTeCTBEHHOHAYYHbIN
yyebHble LUMKITbl COCTOAT U3 AUCLMNINH.

MpodeccnoHanbHbIM ~ y4ebHbIM UMK COCTOMT M3  obuwenpodeccroHanbHbIX — OUCLUMINUH — ©
npodeccuoHarnbHbIX MOAYMen B COOTBETCTBUM C BUAaMuU AeaTenbHocTu. B coctas npodeccuoHanbHOro mogyns
BXOAUT OAMH UMM HECKOMNbKO MEXOAUCUMUMIMHAPHBIX KypcoB. [pn ocBoeHun oby4atowmmmncsa npodeccrnoHanbHbIX
Moayrnen NnpoBoasTcs y4ebHas 1 (Mnu) NponsBoACTBEHHAsA NpakTuka (Mo Npodunto cneumansHocTH).

6.3. ObsA3aTenbHast YacTb O6LLEro ryMmaHMTapHOro M coumanbHO-3KoOHoMKUYeckoro yyebHoro uukna MNrCC3
6a30BON MNOArOTOBKM AOMMKHA NpegycMaTpvBaTb M3yveHue cregyrwmx o06a3atenbHbix gucumninuH: "OCHOBBI
dunococun”, "Uctopusa”, "MHocTpaHHbIM A3bIK", "®usmyeckas KynbTypa"; yrnybrneHHon nogrotoBku - "OCHOBbI
dunococun”, "ictopus", "Memxonorns obeHns", "MHoCcTpaHHbIN a3bIK", "duanyeckas Kynotypa".

Obsn3aTenbHan 4acTb npodeccuoHanbHoro ydebHoro umkna MMCC3 kak 6asoBon, Tak M yrnyGneHHoN
MOArOTOBKM [[OMKHA npegycMaTpuBaTb M3yyeHWe AucumniuHbl "BesonacHocTb xusHepesATenoHocTn". O6bem
YacoB Ha gucuunnuHy "besonacHocTb XU3HeaeAaTenbHOCTM" cocTaBnsaeT 68 4acoB, M3 HUX Ha OCBOEHWE OCHOB
BOEHHOWN cny0bl - 48 yacos.

6.4. O6pasoBaTenbHON opraHnsaumen npu onpegeneHnn cTpyktypbl NMMCC3 n TpygoeMKkocTn ee 0CBOEHUS
MOXET MPUMEHATLCS CUCTEMA 3a4eTHbIX €eAuMHUL, NPpW 3TOM OAdHa 3ayeTHad eduHuua cooTBeTcTByeT 36
akageMunyeckuM yacam.

Tabnuuya 3
CTpykTypa nporpaMMbl NOArOTOBKM CMELManMcToB CPEAHEro 3BeHa
©a30B0I NOArOTOBKN
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NHpekc

HaumeHoBaHue y4ebHbIX LMKIOB, pa3aernos, Mogynei, TpeboBaHus K 3HaHUSIM,
YMEHUAM, NPakTU4ECKOMY OMbITy

Bcero
Makcumarb
HoW
y4ebHom
Harpysku
obyvatoLer
ocs
(vac./Hen.)

B Tom
yucne
yacoB
obsa3aTenbH
bIX Y4€OHbIX
3aHATUN

NHpekc n

HanmveHoBaHune

OVCLUMIYH,

MexgucuunnuHap
HbIx kypcos (MIOK)

Koapbl
dhopmupyem
bIX
KOMMeTEeHLM
n

O6s3aTtenbHas YacTb y4ebHbix Lukrios MMNCC3

2376

1584

0orca.oo

OO rymaHMTapHbIA U COLNanbHO-3KOHOMUYECKUI YYEOHbIN LMK

522

348

B pesynbTaTte n3y4yeHuss 0b6s3aTensHoM YacTn y4ebHoro Luukna oby4daroLmics
OOMXKEH:

yMeTb:

OpVeHTMpOBaTbCs B Hanbonee obLux gounocodckux npobnemax 6biTus,
MO3HaHWsA, LeHHOCTEeN, CBOOOAbI U CMbICNa XM3HM Kak OCHOBax hopMUpPOBaHNS
KynbTypbl rpaxkgaHuHa v 6ygyluero cneumanucra;

3HaTh!

OCHOBHbIE KaTeropuv u NoHsATUs cpmunococum;

porb unocogmm B X13HN Yernoseka n obLLEeCTBa;

OCHOBbI PMIOCOCKOro y4eHus o 6biTum;

CYLLHOCTb npoLecca No3HaHUS;

OCHOBbI Hay4HOW, (PUNOCOGCKON U PENUITMO3HON KapTUH MUPa;

06 ycrnoBusax hopMUpoBaHus NMYHOCTU, cBOOOAE 1 OTBETCTBEHHOCTM 3a
COXpaHEeHMWe XNU3HW, KyNbTYpbl, OKpY>KatoLLen cpeabl;

0 coumanbHbIX U 3TUYECKUX Npobremax, CBA3aHHbIX C Pa3BUTUEM U
NCMONb30BaHNEM JOCTUXKEHUA HAYKWN, TEXHWUKN U TEXHOMOTUNA.

48

Orco.01. OcHosebl

dunocodmu

OK1-9

yMeTb!
OPUEHTUPOBATLCS B COBPEMEHHOW 9KOHOMUYECKOW, MONMUTUYECKON U
KynbTypHOIA cuTyauum B Poccum u Mupe;

BbISIBNSITb B3aMMOCBSI3b OTEYECTBEHHBIX, PEMVIOHANbHBIX, MUPOBbIX
COLMansHO-3KOHOMMUYECKMX, MOMUTUYECKUX U KyNbTYpPHBIX Npobnem;

3HaThb:

OCHOBHbIE HanpaerieHVsl pa3BUTUS KIMKOYEBbLIX PEMMOHOB MUpa Ha pyGexe BEKOB

48

orca.oz.
Uctopus

OK1-9

KoHcynbTanTlNnoc

www.consultant.ru
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(XX 1 XXI BB.);
CYLLLHOCTb U NPUYMHbI NOKanNbHbIX, PErMoHanbHbIX, MEXrocy4apCTBEHHbIX
KOHGMUKTOB B KOHLIe XX - Havane XXI BB.;
OCHOBHbIE NMpoLecchl (MHTerpaLmoHHbIe, NONMKYNbTYPHbIE, MUTPaLUOHHbLIE U
WHbIE) NONUTUYECKOIO U SKOHOMUYECKOIO pPasBUTUS BEOYLUMX rOCyaapCTB U
pEerMoHoB MuUpa;
Ha3HauveHune OpraHusaummn O6beanHeHHbix Haumn (OOH), OpraHusaumm
CeepoaTtnaHTnyeckoro gorosopa (HATO), EBponenckoro Cotosa (EC) u
APYrnx opraHM3aunii 1 OCHOBHbIE HaMpaBneHus Nx AeaTenbHOCTY;
O PONW Hayku, KyrbTypbl U PEMUMUN B COXPAHEHUN U YKPEMMEHUN
HaUMOHanbHbIX W rOCYAapCTBEHHbIX Tpaguuuii;
copepXaHue U HasHa4YeHVe BaXXHeNLnX NpaBoBbIX W 3aKOHOAATErNbHbIX aKTOB
MUPOBOrO U PErMOHarnbHOro 3Ha4YeHUs;
ymeTb: 126 Oorca.os. OK1-9
obLwwaTbes (YCTHO M MUCbMEHHO) Ha MHOCTPaHHOM A3blke Ha MHocTpaHHbIn
npodeccuoHarbHble Y NOBCEAHEBHLIE TEMbI; A3bIK
nepeBoauTb (CO CNOBapeM) MHOCTPaHHbIE TEKCTbI MPOd)eCCUOHarbHOM
HanpasreHHOCTY;
CaMOCTOATENbHO COBEPLUEHCTBOBATL YCTHYIO U MUCbMEHHYIO peYb, NOMOMHATb
CrnoBapHbIi 3anac;
3HaTb:
nekcuyecknn (1200 - 1400 nekcuyeckMx eguHnL) 1 rpamMaTUyYeckKnii MUHUMYM,
HeobXoaMMbIV ANA YTEeHUst U nepeBoaa (Co crioBapeM) MHOCTPaHHbIX TEKCTOB
npodeccrMoHanbHOW HanpaBneHHOCTY;
yMeTb: 252 126 Orca.o4. OK2,3
ncnonb3oBaTh PUSKYNbTYPHO-0300POBUTENBHYIO AEATENbHOCTb ANA dusnyeckas
YKpenneHns 300poBbs, AOCTMKEHUS XUSHEHHBLIX U NPOoecCnoHanbHbIX Lenen; KynbTypa
3HaTb:
0 ponu pmanyeckol KyrnbTypbl B OOLLEKYNbTYPHOM, MPOdECCUOHANbHOM U
coumnanbHOM pasBUTUM YErOBEKa;
OCHOBbI 300POBOro 06pasa >KU3HW.

EH.00 MaTemaTnyeckuii n obLNIA eCTECTBEHHOHAYYHbIV YYEOHbIN LIMKN 198 132
B pesynbTaTte nsyyeHuns obasatenbHON YacTty y4ebHoro Lukna obyyarommncs EH.01. OK1-6,9
OOIKEH: MaTtemaTnka
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yMeTb!

pellaTb 3aa4n Ha OTbICKaHWeE NPOW3BOAHON CIIOXHOW (OYHKLUM, NPOM3BOAHbIX
BTOPOTO M BbICLUUX NOPSIKOB;

MPUMEHSITb OCHOBHbIE METObl MHTENPUPOBaHUS NPY peLleHnn 3aaav;
MPUMEHSITE METOAbI MaTEMAaTUYECKOro aHanmaa npu peLleHun 3agaq
NpWKNagHoro xapakrepa, B TOM Yucrie NpodeccuoHaribHoM HanpaBeHHOCTY;
3HaThb:

OCHOBHbIE MOHATVS U METOAbI MaTeMaTU4eCcKoro aHanusa;

OCHOBHbIE Y/CIEHHbIE METOAbI PeLLeHNs NPUKNaaHbIX 3afay;

ymeTb:

paboTaTb C COBPEMEHHBIMU ONepaLMOHHbIMA CUCTEMaMM, TEKCTOBBIMM
penakTtopamu, TabnuyHbIMKU NpoLeccopamu, cucTemMamu ynpasrneHus 6asamm
AaHHbIX, porpaMMamu NoAroToBKU Npe3eHTauui,
NHGOPMALIMOHHO-NOUCKOBLIMW CUCTEMaMN U NOMb30BaTLCA BO3MOXHOCTAMMU
NMHOPMAaLIMOHHO-TENEKOMMYHMKaLMOHHON ceTu "VIHTepHeT" (fanee - ceTb
UHTepHeT);

npoceccrmoHanbHO OCYLLECTBNATL HAOOP TEKCTOB HA NEPCOHANbHOM
KOMMbIOTEPE;

3HaTb:

TEeXHWYeCcKne cpeacTBa v nporpamMmHoe obecnedeHne nepcoHanbHbIX
KOMMbLIOTEPOB;

TeopeTM4eCKMe OCHOBbI COBPEMEHHbIX MH(POPMALIMOHHbBIX TEXHONOMMIN obLLero
1 cneumanm3npoBaHHOro Ha3Ha4YeHus;

PYCCKYIO 1 NaTUHCKYIO KraBuaTypy NepcoHanbHOro KOMnbTepa;

npasuna oopMrneHnsa AOKYMEHTOB Ha NepCoOHaribHOM KOMMbIOTEpPE;

EH.02.
UHdopmaTuka

0K 4,5,9

yMeTb!

OpPUEHTUPOBaTLCS B Havbonee o6LiMx Npobrnemax aKonorum u
NpUPOAONONbL30BaHUS;

3HaThb:

0COGEHHOCTY B3aUMOZEeNCTBUS 06LLEeCTBA U NPUPOAbI;
NpPUPOOOPECYPCHEI NoTeHuman Poccuy;

MPUHLMMBI U METOAB! PaALIMOHANBHOMO NPUPOAONOSb30BaHWS;
NpaBoBbIE U COLManbHbIE BOMPOCH! NPUPOAONONb30BaHuS.

EH.03.
3Jkornornyeckue
OCHOBBbI
npupoaononsL3oBa
HUSA

0K3,6,7,9

.00

MpodheccuoHanbHbIN y4eOHbINA LUK

1656

1104
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"O6 yTBepxaeHun deaepanbHOro rocyaapcTBeHHOro obpasosaTesibHoro craHaapTa cpeaHero
npodeccroHansHoro obpasosaHuns No cneumanbHocTh 46.02.01 [JokyMeHTaUMOHHOe obecneveHune
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[JokymeHT npegoctasneH KoHcynbTaHTl o
[ata coxpaHeHus: 30.09.2014

Or.oo O6wenpodeccroHanbHble ANCLMNAWHBI 918 612
B pesynbTaTte M3y4yeHuss ob6s3aTensHon YacTn npodeccmoHanbHoro y4ebHoro or.o1. OK1-7
LMKa oby4aroLLNNCs OOIIKEH: OKoHOMMYeckas NK1.1-1.3
YMETb: Teopus
OpPUEHTUPOBATLCA B BONPOCAX 9KOHOMMUYECKOW TEOPUN B COBPEMEHHbIX
YCroBUSX;
3HaTb:
3aKOHOMEPHOCTU (PYHKLIMOHUPOBAHMUS PLIHOYHBIX MEXaHU3MOB Ha MUKPO- U
MaKpOypOBHSAX Y METOAbI rOCYJapCTBEHHOIO pPeryrimpoBaHus;
0o6LLMe NonoXeHnst 3KOHOMUYECKOW TEOPUU;
yMEeTb:! orn.o2. OK1-7
paccuyuTbiBaTb MO NPUHATOW METOLOMOMMU OCHOBHbIE TEXHUKO-3KOHOMUYECKME OKOHOMUKa MNK1.1-1.3
rnokasaTenu 4esaTenbHOCTN OpraHu3auuy; opraHusaumm
3HaTb:
OCHOBHbIE MUKPO- 1 MaKpO3KOHOMMUYECKNE KaTeropum 1 nokasatenu, MeToabl ux
pac4eTa;
ymeTb: Or1.03. OK1-9
ynpaensTb KOHPNUKTaMn 1 CTpeccamMmu B npoLiecce npodeccnoHansHon MeHepxmeHT nK1.1, 1.2,
0eaTenbLHOCTY; 1.4-1.8,
3HaTb: 24,25
XapaKTepHble YepTbl COBPEMEHHOTO MEHEIPKMEHTA; LUK MEHEXKMEHTA;
NpoLeCC NPUHATUS U peanusauum ynpasrneHYeCcKUx peLleHni,
NHGOPMaLMOHHOE obecneyeHne MEHEAXMEHTA;
yMeTb: Or1.04. OK1-8
NPUMEHATb KagpoBYHO NOMUTUKY Ha roCyAapCTBEHHOW U MYHULMMANbLHON NocypgapcTtBeHHas | MK 1.1-1.8
cnyxoe; N MyHUUMNanbHas
3HaTh! cnyxba
CUCTEMY rOCyapCTBEHHBIX YYPEXAEHWUI U OPraHOB MECTHOMO CaMOynpaBeHus;
o6Lne NpuHLUMNbI U TPeboBaHUS K NPOXOXOEHNIO TOCY4,apCTBEHHOM U
MYHULMNANbHOW CryXobl;
OopraHn3aunoHHO-NpaBoBble YOPMbI FOCYAAPCTBEHHOrO annaparta yrnpasneHus;
yMeTb:! Or.05. OK1-7
paboTaTb ¢ npodeccrMoHanbHbIMU TEKCTAMU Ha MHOCTPAHHOM SI3bIKE; MHOCTpaHHbIN MK1.1-1.3
COCTaBMsATb N 0POPMMATbL OpraHM3aLNoHHO-PACNOPSANTENBHYIO A3bIK
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[JokymeHT npegoctasneH KoHcynbTaHTl o
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OOKYMEHTaLuo Ha MHOCTPaHHOM A3bIKe; (npodheccmoHankeH

BECTU NeperoBopbl Ha MHOCTPAHHOM SI3bIKE; bIlA)

3HaTb:

NpaKkTUYEeCKY0 rpammaTnKy, HeOOXoAMMYHO Anst Npod)ecCUoHanbHOro oo eHns

Ha MHOCTPaHHOM SI3bIKE;

0COBEHHOCTM NepeBofa CnyXebHbIX JOKYMEHTOB C MHOCTPaAHHOIO A3bIKa;

ymeTb: Or1.06. OK1-8
NPUMEHSTL B NPOdECCMOHanbHOM AeATENLHOCTM NPUEMbI AEMNOBOr0 OOLLEHUS; MpodeccuoHansH | MK 1.2 - 1.6,
3HaTb: as aTnka n 1.8
OCHOBHbIE NMpaBuna NpodeccuoHanbHON 3TUKM U NpUeMbl LENOBOro obLeHns B ncmxonorus

KOMnnekTuee; 4enoBsoro

0COBEHHOCTM NPOdECCMOHANBHOM 3TUKM M NMCUXOMOrMn 4ernoBoro obLeHms o6LeHns

CnyXaLlux rocyaapCTBEHHbIX U UHbIX OpraHM3aLnoHHO-NPaBoBbIX (hopm

yupexXaeHui 1 opraHusaLmim,

yMeTb: or.ov7. OK1-9
co3gaBaTb OnaronpuATHLIA NCUXONMOMMYECKUIA KNUMAT B KOJITEKTUBE; YnpaBsneHue MK 1.7, 2.6,
a(ppekTUBHO yNpaBnaTb TPYAOBLIMU pecypcamu; nepcoHanom 2.7

3HaTb:

cofepXaHue kagpoBoro, MHYOPMaLMOHHOIO, TEXHUYECKOro U NPaBOBOro

obecnevyeHnsi cUCTeEMbI yNpaBrieHns MEPCOHanom;

OpraHM3aUMOHHYI0 CTPYKTYPY Crny»0Obl ynpaBrieHusi NepcoHanom;

0o6LMe NpUHLMNbI YpaBrieHns NepcoHarnom;

NMPVHUMMNBI OpraHn3auum kagpoBon paboThl;

MCUXONorMyeckme acnekTbl ynpaeneHus, cnocobbl paspeLleHnst KOHITUKTHBIX

CcUTyaLuii B KONNEKTUBE;

yMeTb: Or1.08. MNpaBosBoe | OK1-7
3awmaTb CBOM NpaBa B COOTBETCTBUN C TPYAOBbIM 3aKOHOO4ATENbCTBOM,; obecneveHne nK1.1, 1.2,
NCNosb3oBaThb NPaBoOBYO MHPOPMALMIO B NPOECCUOHANBbHON AEeATENBHOCTMY, npoceccuoHansH | 1.4,

3HaTb: on geatenbHoctn | 1.5, 1.7, 1.8

npaea 1 0653aHHOCTU CIyXalLWX;

3aKoHoZaTenbHble aKTbl U HOPMAaTUBHbIE JOKYMEHTbI, perynvpytoLme
NpPaBOOTHOLLEHUSA (PU3NYECKMX U OPUONYECKMX NILL;

OCHOBHble 3aKoHOZaTerNbHble akTbl O NPaBoOBOM obecrneyeHnm
npodeccroHanbHON AeATeNbHOCTU CryXallyX;

KoHcynbTanTlNnoc
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[JokymeHT npegoctasneH KoHcynbTaHTl o
[ata coxpaHeHus: 30.09.2014

ymeThb:

OpraHM3oBbIBaTb M NPOBOANUTL MEPONPUATUS NO 3aLLmTe paboTaroLwmnx n
HacemneHus OT HEraTUBHbIX BO34ENCTBUN Ype3BblHaiHbIX CUTyaLni;
npegnpuHMMaTh NPodUNakTU4eCckne Mepbl Anst CHUKEHUS YPOBHSI ONMaCHOCTEN
pasnu4HOro BMaa U Nx NOcrnencTeuii B NpodeccnoHansHom AesTensHOCTU U
ObITyY;

ncnonb3oBaTb CpeacTBa MHANBMOYAIbHOW U KOMNIEKTMBHOW 3aLLUTbLI OT OPYXKUS
MacCOBOr0 NMopaeHust;

NPUMEHSTL NEPBUYHBLIE CPEACTBA NOXaPOTYLLEHNUS;

OPUEHTUPOBATLCS B NEPEYHE BOEHHO-YYETHbIX CrieLManbHOCTEN U
CaMOCTOSITENLHO ONPEAENATb Cpean HUX POACTBEHHbIE NMOMYYEHHON
cneunanbHoOCTY;

NPUMEHSTL NpodheccuoHarnbHble 3HaHWSA B XOA4E UCTONHEHNs1 063aHHOCTEN
BOEHHOW CryX0bbl HA BOMHCKUX JOIMKHOCTSIX B COOTBETCTBUM C MOSTYy4EHHOMN
cneunanbHoOCTbIO;

BnageTb cnocobamm 6eckoHIMKTHOrO 0OLLEeHNS U camoperynauum B
NMoBCeOHEBHOW AEATENBHOCTU U SKCTPEMArTbHbLIX YCIIOBUSIX BOEHHOWN CITyXObl;
oKasblBaTb NEPBY NOMOLLb MOCTPaAaBLLMM;

3HaTb:

NpuHUMNLI obecnedeHnst yCTOMYMBOCTN OO HEKTOB SKOHOMMKN,
NPOrHO3MPOBaHNsI Pa3BUTKS CODLITUIA N OLLEHKM NOCNEACTBUIN NPU TEXHOTEHHbIX
Ype3sBblYalHbIX CUTYaLUSIX U CTUXUIAHBIX SIBNEHUSIX, B TOM YUCIE B YCNOBUSIX
NpPOTUBOAENCTBUS TEPPOPU3MY Kak CEPbE3HON Yrpo3e HaunoHanbLHON
©e3onacHocTn Poccuu;

OCHOBHblEe BUAbl NOTEHLMANbHbIX ONACHOCTEN M UX NOCNEACTBUS B
npodeccroHanbHOM OeATENbHOCTM U ObITY, MPUHLMMLI CHUXXEHUS] BEPOSITHOCTM
nx peanusauuu;

OCHOBbI BOEHHOW Cry0bl 1 060pPOHbLI rOCy4apcTBa;

3a4a4M U OCHOBHbIE MEPONPUSATUS rpaXaaHCKoN 000POHbI; CNocobbl 3aLmThl
HacemneHus OT OPY>KUSA MaCcCOBOTO NMOPAXEHUS;

Mepbl NoXapHow 6e3onacHOCTU 1 NpaBuia 6e3onacHoOro NoBeaeHns Npu
noxapax;

opraHu3aumio 1 Nopsaok NpM3abiBa rpaxkaaH Ha BOEHHYHO criyk0y 1 nocTynneHus
Ha Hee B [OOPOBONbLHOM MOPSAKE;

OCHOBHbIE BUbl BOOPY)XEHUS, BOEHHOW TEXHUKM U CMELMANbHOIO CHapsiXXeHus,
COCTOSILLME Ha BOOPY)XEHUM (OCHALLEHNM) BOMHCKMX NoApasneneHnii, B KOTOPbIX
NMETCH BOEHHO-YYETHbIE CMEeLnanbHOCTU, POACTBEHHbIE CNELNanbHOCTAM

68

or1.09.

OK1-9

Be3onacHocTb MNK1.1-
XusHepedatenoHoc | 1.10,

™

21-27
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[JokymeHT npegoctasneH KoHcynbTaHTl o
[ata coxpaHeHus: 30.09.2014

cno;
o611acTb NpYMeHeHUs NonyYaeMblix NPOGECCUOHASTbHBLIX 3HAHWIA MPK
MCMOMHEHNN 06A3aHHOCTEN BOEHHOW CyObl;
NOPAZ4OK M NpaBuia okas3aHWsi NepBOi NOMOLLM NOCTPaAaBLINM.

MM.00 MpodeccuoHanebHble Mogynn 738 492

MM.01 OpraHunsaumsa OKyMeHTaunoHHOro obecneyeHms ynpaBneHus u MIOK.01.01. OK1-9
PYHKLNOHNPOBaHNS opraHu3aumnm OokymeHTaumoHHo | MK 1.1 -
B pesynbTarte n3yyeHus NpodeccmoHansHoro Moaynst 06y4aoLmnincst JOmMKeH: e obecneyeHne 1.10
MMETb MPaKTUYECKUI OMbIT: ynpaeneHus
opraHm3aLmmn JOKyMEHTaLMOHHOro obecneyeHmns yrnpasreHnus 1
(PYHKLMOHMPOBaHUSA OpraHM3aLmy; MAK.01.02.
yMeTb: MpaBoBoe
MPUMEHSITb HOPMaTKBHbIE NPABOBbLIE aKTbl B YNPaBeHYeCKon AesATENbHOCTY; perynupoeaHue
MOArOTaBNMBaTL NPOEKTbI YNPABNEHYECKUX PELUEHWI; ynpaeneH4eckou
obpabaTbiBaTb BXOAALLME U UCXOASALLME AOKYMEHTbI, CUCTEMATU3NPOBATD WX, AeATENLHOCTU
COCTaBnsATb HOMEHKNaTypy Aen v OPMMPOBaTL AOKYMEHThI B Aena; MIK.01.03
rOTOBWUTb U MPOBOAMTL COBELL@HUsA, AENOBbIE BCTPEUM, MPUEMbI 1 NPE3eHTaLu; Opra.HM:.sau.vm
3HaTb:
HOpPMaTMBHbIE NPaBOBbIE aKTbl B 06N1AaCTV OpraH13auumn yrpasrieHYecKo ceKpeTapakoro

b P P Han ynp obcnyxmBaHus

AEATENbHOCTY;
OCHOBHbIE NpaBuna XpaHeHVs 1 3aLuThl CryKe6HON MHopMaLmK.

MM.02 OpraHunsaums apxvMBHOW 1 CNpaBoOYHO-UH(OPMaLMOHHOW paboTbl No MIK.02.01. OK1-9
[OKyMeHTam opraHusaumm OpraHusaums u MnK2.1-27
B pesynbTare n3yyeHus npodeccmoHansHOro Mogaynst 06y4atoLmnincst JOmKeH: HOpMaTMBHO-NpaB
MMETb MPaKTUYECKUI OMbIT: 0Bbl€ OCHOBbI
opraHM3aLmmn apxmMBHOM U CNPaBOYHO-UHGOPMALMOHHOM paBoTbl Mo apxuBHoOro aena
[AOKYMEHTaM opraHusaumu;
YMETb: MK.02.02.
OpraH13oBbIBaThb AeATENIbHOCTb apXMBa C y4eToM cTaTtyca U Npoduns l'ocynapcTeeHHble
opraHM3aLmm; , MyHMLMNanbHble
paboTaTb B CUCTEMAaX 3MNEKTPOHHOIO JOKYMEHTO060pOTa; apX1Bbl N apXuBkI
CMONb30BaTh B AEATENbHOCTM apXmMBa COBPEMEHHBIE KOMMbIOTEPHbIE opraHusanuu
TEXHOMormu; MIK.02.03.
NPUMEHSATL COBPEMEHHbIE METOAMKI KOHCEPBALMM 1 pecTaBpaLmi apXUBHbIX

VMEHTOR: MeToguka un

AOKYMEHTOB, npakTuka
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[JokymeHT npegoctasneH KoHcynbTaHTl o
[ata coxpaHeHus: 30.09.2014

3HaTb: apx1MBOBeaEHMUSA
cUCTeMy apxXMBHOrO yrnpasneHusa B Poccuickon ®egepauum v opraHnsaLumio
ApxuBHoro ¢oHaa Poccuiickon ®epepavmu; MAK.02.04.
CUCTEMY XpaHEHUs 1 06paboTKM LOKYMEHTOB. ObecneyeHne
COXPaHHOCTU
OOKYMEHTOB
MM.03 BbinonHeHve paboT No OAHON UNKU HECKOMNbKUM Npodeccrsm pabouunx,
OOIMKHOCTAM CITyXaLLnx
BapuatusHas yacTb y4eb6HbIx umknos MNMCC3 1026 684
(onpenensietcst obpaszoBaTenbHON OpraHn3aunen cCamoCToSATENBHO)
Bcero yacoB 06yyeHuns no y4ebHbiM yuknam MNNCC3 3402 2268
YI1.00 YyebHas npakTuka OK1-9
6 He 216 k1.1 -
A- 1.10,
21-27
Mn.oo lMpoussoacTBEHHas NpakTuka (No Npodunto cneunanbHOCTH)
4 Hep.
rnan.oo lMpoussoacTBEHHas nNpakTuka (NpeaanniioMHas)
MA.00 MpomexyToyHas aTTecTaums 3 Hen.
MA.00 ["ocynapcTBeHHasa utoroeas atrectauus 6 Hen.
MA.01 MogroToBka BbIMYCKHOW KBanudukaLMOHHOW paboThbl 4 Hep.
MNA.02 3aLumTa BbiNyCKHOWM KBanngukaunoHHoN paboTol 2 Hep,.
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[JokymeHT npegoctasneH KoHcynbTaHTl o
[ata coxpaHeHus: 30.09.2014

Tabnuua 4
Cpok nony4enuns CINO no MNMCC3 6a3oBoi NOArOTOBKM B O4HOM hopMe 00yyeHus cocTaBnsieT 95 Hegenb, B TOM YnChE:

OO6yueHne nNo y4ebHbIM LKnam 63 Hen.
YyebHas npakTuka

6 Hen.
lMpoussoacTBEHHAs NpakTuka (No Npodunto cneunanbHOCTH)
lMpoussoacTBEHHas nNpakTuka (NpeaanniioMHas) 4 Hep.
MpomexyToyHas aTTecTaums 3 Hen.
["ocypapcTBeHHasi UTOroBas atTectauus 6 Hen.
KaHukynbl 13 Hegq.
UToro 95 Hep.
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Tabnuua 5
CTpykTypa nporpaMmmMbl NOArOTOBKM CMELNanmncToB cpeaHero 3seHa
yrrny6neHHOM NoaroToBKM
UHpekc HaunmeHoBaHWe y4ebHbIX LMKMNOB, pa3aenos, Moaynen, TpeboBaHus K 3HaHUAM, Bcero B Tom UHaeke un Koabl
YMEHUAM, NPakTU4ECKOMY ONbITY Makcumanbs yucne HaMMeHoBaHWe | hbopmupyem
HOM YyacoB ONCUUNIIYH, bIX
y4yebHOM | oBsa3aTenbH | MEeXAMUCLMNIMHAP | KOMNeTeHun
Harpyskn | bix y4ebHbIX | HbIx kypcos (MOK) n
obyvatoLer 3aHATUN
ocs
(vac./Hen.)
Obs3aTtenbHas YacTb y4ebHbix Lukrios MINCC3 3672 2448
orca.oo OO rymaHMTapHbIA U COLNanbHO-3KOHOMUYECKUI YYEOHbIN LMK 804 536
B pesynbTaTte nsyyeHuns obasatenbHOM YacTtu y4ebHoro Lukna obyyaroLmmncs 48 Orca.01. OcHosbl | OK1-9
OOJIDKEH: dhunocodmu
ymeTb:
OpVeHTMpoBaTbCs B Hanbonee obLux gounocodckux npobnemax GbiTus,
MO3HaHWs, LeHHOCTEeN, CBOOOAbI U CMbICNa XM3HM Kak OCHOBax hopMUpPOBaHKS
KynbTypbl rpaxkgaHuHa v 6ygyluero cneumuanucra;
3HaTb:
OCHOBHbIE KaTeropum n noHATUS dunococuu;
porb ounocogmm B X13HN Yernoseka n obLLEeCTBa;
OCHOBbI MIOCOCKOro y4eHus o 6biTum;
CYLLIHOCTb npoLiecca No3HaHus;
OCHOBbI Hay4HOW, (PUNOCOGCKON U PENUTMO3HON KapTUH MUPa;
06 ycrnoBusax hopMUpoBaHus NMYHOCTU, cBOOOAE 1 OTBETCTBEHHOCTM 3a
COXpaHeHue XU3HKU, KyrnbTypbl, OKpyXatoLen cpeqbl;
0 coumanbHbIX U 3TUYECKUX Npobremax, CBA3aHHbIX C Pa3BUTUEM U
NCMNOMNb30BaHNEM AOCTUMKEHUIN HAYKN, TEXHUKU N TEXHOMOIMNI;
ymeTb: 48 orca.oz. OK1-9
OPUEHTUPOBATLCSA B COBPEMEHHON I3KOHOMUYECKOMN, NONNTUYECKON U KyIbTYPHON Uctopus
cutyauum B Poccumn n mupe;
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[JokymeHT npegoctasneH KoHcynbTaHTl o
[ata coxpaHeHus: 30.09.2014

BbISIBISATb B3aMMOCBSI3b OTEYECTBEHHbIX, PErMOHanbHbIX, MUPOBbIX
COLMarbHO-3KOHOMUYECKUX, MONMUTUYECKMX M KyNbTYPHbIX Npobnem;

3HaTb:

OCHOBHbIE HarnpaBneH1s Pa3BUTUS KIKOYEBBIX PETMOHOB MUpa Ha pybexe BeKoB
(XX 1 XXI BB.);

CYLLLHOCTb W NPUYMHbBI NOKanbHbIX, PErMoHanbHbIX, MEXrocyAapCTBEHHbIX
KOHGMUKTOB B KOHLIe XX - Havane XXI BB.;

OCHOBHbIE NMpoLecchl (MHTerpaLuMoHHbIe, NOMMKYNbTYPHbIE, MUPaLUOHHbLIE 1
WHbIE) NONUTUYECKOIO U SKOHOMUYECKOIO pPa3BUTUS BEOYLUMX rOCyaapCTB U
pEerMoHoB MuUpa;

HasHadeHne OOH, HATO, EC n gpyrux opraHusauuii 1 OCHOBHbIE HanpaBreHust
NX 0eATENbHOCTH;

O PONnN Hayku, KyrbTypbl U PENUMMN B COXPaAHEHUN U YKPENIEHNN HaunOHanbHbIX 1
rocygapCcTBeHHbIX Tpaauuum;

copepXaHue U HasHa4YeHe BaXXHeNLnX NpaBoBbIX W 3aKOHOAATENbHbLIX aKTOB
MUPOBOrO U PErMOHarnbHOro 3Ha4YeHUs;

ymeTb: 48 Oorca.os. OK1-9
NPUMEHATb TEXHUKUN U NpreMbl 3pEKTUBHOTO 06LLEHMSA B TPOodeCcCMoHanbHOM Mcuxonorus MK2.7, 3.6
OesaTenbHOCTY; obLeHns

ncnonb3oBaTh NPUEMbl CamMoperynauumn NoBeaeHNs B NpoLecce MEXINYHOCTHOro

obLLeHus:;

3HaTb:

B3aMMOCBS3b OBLLEeHUA 1 AeATENbHOCTY;

Lenu, yHKUMA, BUabl U YPOBHU OOLLEHUS;

PONU 1 pornesble 0XnUaaHUs B OBLLEHUU;

BUAbl coLManbHbIX B3aMMOAENCTBUI;

MeXaHW3Mbl B3aUMOMOHUMaHUS B OBLLLEHUN;

TEXHUKN 1 Npuembl 00LLIEHWS, NpaBuna cryllaHus, BeaeHnsa beceabl, yoexaeHus;
3TUYECKME MPUHLMNMBI OBLLIEHUS;

WCTOYHMKM, NPUYMHBI, BUObI U CNOCOBLI paspeLleHnst KOHIUKTOB;

ymeTb: 196 Orca.o4. OK1-9
o6LwaTbes (YCTHO M MUCbMEHHO) Ha MHOCTPaHHOM $13blke Ha podeCcCUOoHarbHbIE U MHocTpaHHbIn
noBcegHEBHbIE TEMBI; A3bIK

nepeBoAuUTb (CO CrioBapem) MHOCTPaHHbIE TEKCTLI MPOdEeCCUOHANLHON

HanpasreHHOCTY;

CaMOCTOATENMIbHO COoBepLUEeHCTBOBATb YCTHYIO U MNCbMEHHYIO peYyb, NOMONMHATb
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CrnoBapHbIi 3anac;

NOHMMAaTb OManorMyeckyto 1 MOHOMOMMYECKYIO peyb B chepe npodeccnoHansHon
OesaTenbHOCTY;

3HaTb:

nekcudeckun (3000 nekcuyecknx eanHUL) U rpaMMaTUyeckuin MUHUMYM,
HeobXxoaMMbIV ANA YTeHUst U nepeBoAa (Co CrioBapeM) MHOCTPaHHbIX TEKCTOB
npodeccrMoHanbHOM HanpaBneHHOCTY;

yMeTb: 392 196 Orca.0s. OK2,3,6,9
ncnonb3oBaTb PU3KYNbTYPHO-CMOPTUBHYIO AeATENbHOCTb AN YKpenneHus ®usmyeckas
300pOBbS, JOCTUXEHMUS KMU3HEHHbIX Y NPOhecCMoHanbHbIX Lenew; KynbTypa
3HaTh!
0 ponu pm3anyeckor KyrnbTypbl B OOLLEKYNbTYPHOM, MPOdECCUOHANBHOM U
coumanbHOM pa3BUTMU YENOBEKa;
OCHOBbI 30POBOro 06pasa >KU3HW.
EH.00 MaTemaTnyeckuii n obLLNIA eCTECTBEHHOHaYUHbIV YYEOHbIN LMK 390 260
B pesynbTarte nsydyeHuns obasatenbHoOn YacTty y4ebHOoro Luknia obyyaroLmncs EH.01. OK1-6,9
OOMXKEH: MaTemaTuka
yMeTb:
pellaTb 3aadn Ha OTbICKaHWe NPON3BOAHOM CIOXHON (PYHKLUN, NPON3BOAHbIX
BTOPOrO U BbICLUNX MOPSOKOB;
NCMonNb30BaTb pa3nnyHblie METOAbl MHTENPUPOBAaHUS NPU PELLEHNN 3afav;
NCMonb3oBaTb METOAbI MaTeMaTU4eCKoro aHanm3a npuv peLueHni 3agay
NPUKIagHoro xapakrepa, B TOM 4ucre npodeccroHanbHON HanpaBieHHOCTH;
peLlaTb CUCTEMbI YPABHEHUI C HECKONbKUMY NEPEMEHHBIMU MaTPUYHBLIM U
apyrumm cnocobamu:
ncnonb3oBaTtb anrebpanyeckne MeToAbl NPY peLLEHUN reOMEeTPUYECKMX 3aav;
3HaTh!
OCHOBHbIE NMOHATUSA N METOAbl MaTeEMaTUYECKOro aHanuaa, nMMHenHon anrebpbl 1
aHanuTU4eCcKon reomeTpum;
OCHOBHbIE YNCMEHHbIE METOAbI peLLeHNs NMPUKNaaHbIX 3a4av;
CYLLHOCTb, BMAbI U CNOCOObI peLleHnst 3agayq aHanuTU4eckon reoMmeTpmm Ha
MSOCKOCTM U B MPOCTPAHCTBE;
yMeTb: EH.02. OK4,5,9
paboTaTb C COBPEMEHHBIMW ONepaLMOHHbIMU CUCTEMaMM, TEKCTOBBIMM WHdpopmaTuka
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peaakTopamu, TabnnMyHbIMK NPOLECCOpamMi, cMcTEMamm ynpaeneHns 6azamm
AaHHbIX, NporpaMmamu NoAroTOBKM NPe3eHTauuin, UHPOPMAaLIMOHHO-NONCKOBLIMU
CUCTEMaMM 1 NOJb30BaTbCA BO3MOXHOCTAMU rroGansHon ceTn MHTepHerT;
3HaTb:

OCHOBHbIe MeTOAbI U cpeacTBa cbopa, 06paboTku, XpaHeHUs, Nnepeaaydn 1
HaKOMMEeHWs1 UHopMaLK;

TeXHUYeckue cpeacTBa U NporpamMMHoe oGecrnedeHne nepcoHanbHbIX
KOMMbIOTEPOB;

TEopeTMYeckne OCHOBbI COBPEMEHHbIX MHDOPMALMOHHBIX TEXHOOMMIA OBLLEro 1
Ccrneuuanm3npoBaHHOrO HasHa4YeHus:;

ymeTb: EH.03. OK3,6,7,9
opueHTUpoBaThCs B Hanbonee obLLmx npobrnemax akonornm u Jkonorunyeckune
NPUPOAONONbL30BaHNS; OCHOBbI
3HaTb: npupoaononsL3oBa
0COBGEHHOCTM B3auMogencTBus obLLecTsa U Npupoabl; HUA
nNpupoaopecypcHbIn noteHuman Poccuu;
NPUHLMMBI U METOAbI PALIMOHANBHOMO NPUPOAONONb30BaHNS;
npaBoBbI€ U coLmanbHble BONPOCH! MPUPOLONONb30BaHUS;
yMeTb: EH.04. OK1-9
ncnonb3oBaTb TEXHOMOrMM cbopa, pasMeLLeHunsi, XpaHeHWS!, HAKOMEHUS, WHpopmaumoHHble | MK 3.1 - 3.6
npeobpa3oBaHUs 1 Nepefayn AaHHbIX B NPodeCCUOHANbHO OPUEHTUPOBAHHBIX CUCTEMBI B
WH(pOPMALIMOHHBIX CUCTEMAX; npoceccuoHanbHo
obecneynBaTb 4OCTOBEPHOCTL MHGOPMaLMK B NpoLecce aBToMaTU3NpOBaHHOMN N feaTensHOCTU
06paboTKkM AaHHbIX;
3HaTb:
Knaccudumkaumnio MHHPOPMALIMOHHBIX CUCTEM;
BMAbI TEXHONMOMMYECKNX NpoLeccoB 06paboTku nHdopMauum B UHOOPMaLMOHHbIX
cucTemMax, 0CODEHHOCTU NX NMPUMEHEHUS;
MeToAbl U Npuembl obecnevyeHnss HHOPMaLMOHHONW 6e30NacHOCTY.
.00 MpodeccuoHanbHbIN y4eOHbINA LUK 2478 1652
QOr1.00 O6wenpodeccuoHanbHble AUCLMNINHBI 1180 786

B pesynbTaTte M3y4yeHuss ob6s3aTensHon YacTn y4ebHoro uukna oby4yaromics or.o1. OK1-7
[OIKEH: OKoHOMMYeckas NnK1.1-1.3
ymeThb: Teopus
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OpUeHTNPOBaTbCA B BOMpOCax 3KOHOMMUYECKOMN Teopun B COBPEMEHHbIX YCINOBUAX;
3HaTb:

3aKOHOMEPHOCTHU d)yHKLI,VIOHI/IpOBaHI/IH PbIHOYHbIX MEXaHN3MOB Ha MUKPO-
MaKpOypOBHAX N MeTOAbl rOCy4apCTBEHHOIO perynnpoBaHua;

obLLMe NONOXeHNs 3KOHOMNYECKON Teopuu;

yMeTb!

paccuYnTbIBaTL MO NPUHSATON METOAOMNOMNMN OCHOBHbLIE TEXHUKO-9KOHOMUYECKME
nokasaTtenu AesTerlbHOCTU opraHv3aumnu;

3HaThb:

OCHOBHbIE MUKPO- 1 MaKpO3KOHOMUYECKWE KaTeropum 1 nokasaTenu, MeTogbl Ux
pacyerta;

Ol1.02. OkoHOMMKa
opraHusaumm

OK1-7
MNK1.1-1.3

yMeTb:

yNpaBnsATb KOHIMKTAMU U CTPeccamu B nNpoLiecce npodeccuoHarnsHom
[eAaTenbHOCTU;

3HaTh:

XapaKkTepHble YepTbl COBPEMEHHOIO MEHEAXKMEHTA;

LMK MEeHeMKMEHTa;

NpoLiecc NPUHATMSA U peanusaumm ynpaBneHYeckux peLleHnii, HopmMaLuoHHoe
obecnevyeHne MeHeaXMEHTa;

Or1.os.
MeHegxmeHT

OK1-9
MK1.1, 1.2,
1.4-1.8,
24,25

yMeTb!

MPUMEHSITL KaapOBYIO MOMNUTYKY Ha FOCYAAPCTBEHHON M MyHULMNANLHOW cryxGe;
3HaThb:

CUCTEMY rOCYapCTBEHHbIX YYPEXAEHUIA 1 OpraHOB MECTHOTO CamMOyMNpaBeHus;
obLive NpuHUMNbLI M TpeBoBaHUSA K NPOXOXAEHUIO FOCYAaPCTBEHHOM U
MYHULMNANbHON CryX6bl;

opraHv3aLVoHHO-NPaBoBble (hOPMbl FOCYAapCTBEHHOrO annapara yrnpaBneHus:;

or.o4.
locynapcTBeHHas
N MyHMUMNansHas
cnyxba

OK1-8
MNK1.1-1.8

yMeTb!

paboTaTb ¢ NpodeccrMoHanbHbIMM TEKCTAMM HA MHOCTPaHHOM SI3bIKE;

COCTaBNATb U 0POPMIISATE OPraHU3aLUOHHO-PacNoPSANTENBHYIO JOKYMEHTaLMIo
Ha MHOCTPaHHOM SI3bIKE;

BECTU NeperoBopbl Ha MHOCTPaHHOM SI3bIKE;

3HaThb:

NpaKkTUYeckylo rpaMMaTuKy, HeoBXOoAMMYHO ANs NPOEeCCMOHanNbLHOro OBLEHNS Ha
MHOCTPaHHOM S13bIKE;

Or1.05.
MHocTpaHHbIN
A3bIK
(npodbeccmoHanbH
bIlA)

OK1-7
MK1.1-1.3

KoHcynbTanTlNnoc
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0CcoBGEeHHOCTU NepeBoaa CrnyXebHbIX JOKYMEHTOB C MHOCTPaHHOIO A3blKa;

3HaTh:
cofepxaHue KagpoBoro, MHPOPMAaLMOHHOIO, TEXHUYECKOro U NPaBoBoro

ymeTb: Or1.06. OK1-8
NPUMEHSTL B NPOdECCMOHanbHOM OeATENbHOCTM NPUEMbI AEMNOBOr0 OOLLEHUS; MpodeccuorHaneH | MK 1.2 - 1.6,
3HaTb: as aTnka n 1.8
OCHOBHbIE NMpaBuna NpodeccuoHanbHON 3TUKM U NpUeMbl LENOBOro obLeHns B ncmxonorus

KOMNnekTuBe; 4enoBsoro

0COBGEHHOCTM NPOdECCMOHANBHOM 3TUKM M NMCUXOMOrMn 4ernoBoro obLeHms 0o6LeHns

CnyXaLlux rocyaapCTBEHHbIX U UHbIX OpraHM3aLnoHHO-NPaBoBbIX (hopm

yupeXaeHui 1 opraHusaLmin,

yMeTb: orn.oz. 0K2,4,5,9
npod)eccroHarnbHO OCYLLECTBSATL HAOOP TEKCTOB HA NEPCOHaNbHOM KOMMLIOTEPE; KomnbtoTepHas MnK1.1,1.3-
3HaTb: obpaboTka 1.9,22,24,
PYCCKYIO U NaTUHCKYIO KnaBuaTypy NepcoHanbHOro KOMMNbTEPa; OOKYMEHTOB 2.5
npasuna ogopMrieHns JOKYMEHTOB Ha NepCcoHanbHOM KOMMbIOTEPE;

yMeTb: Or1.08. MNpaeoBoe | OK1-7
3awmuiaTb CBOM NpaBa B COOTBETCTBUN C TPYAOBbLIM 3aKOHOO4ATENbLCTBOM; obecneveHne nK1.1, 1.2,
NCNosb3oBaThb NPaBoOBY MHOPMALMIO B MPOECCUOHANbHON AeATENBHOCTMY,; npocpeccuoHansHo | 1.4, 1.5, 1.7,
3HaTb: N feaTenbHOCTU 1.8

npaBa 1 006813aHHOCTK CryXaLlmx;

3aKoHoAaTenbHble akTbl U UHbIE HOPMAaTUBHLIE NPABOBbLIE AOKYMEHTHI,

perynupytoLime npaBooOTHOLLEHUS (PU3NYECKNX U IOPUONYECKUX MNLL;

OCHOBHbIE 3aKOHOAATENMbHbIE aKTbl O NPaBOBOM 06ecnedYeHnn NnpodeccuoHanbLHoN

0eATenbHOCTU CryXXaLlux;

YMETb: Or.o9. OK1-9
0POpMAATbL JOKYMEHTaLMI0 MO YNPaBEHU0 Ka4eCTBOM NPOaYKLNK; YnpasneHue MnK2.1-2.3,
3HaTb: Ka4yeCcTBOM MK 3.1, 3.2,
OCHOBHbI€E MOJIOXEHMSI CUCTEM MEHEIKMEHTA KayecTBa U TpeboBaHNSA K HUM; 3.5
METOAMYECKYIO U HOPMATUBHYIO AOKYMEHTALMIO MO YrpaBneHno KayecTBOM

npoayKuum;

yMeTb: Or.10. OK1-9
co3gaBaTb OnaronpuATHBLIA MCUXONMOMMYECKUIA KNUMAT B KOJIEKTUBE; YnpaBsneHue MK1.7, 2.6,
a(ppekTUBHO yNpaBnaTb TPYAOBbLIMU pecypcamu; nepcoHanom 2.7,3.6

KoHcynbTanTlNnoc

Hape)XHaf npaBoBaa noaaepxXkKa

www.consultant.ru

Crpanuua 22 u3 34




Mpukas MuHobpHayku Poccum ot 11.08.2014 N 975

"O6 yTBepxaeHun deaepanbHOro rocyaapcTBeHHOro obpasosaTesibHoro craHaapTa cpeaHero
npodeccroHansHoro obpasosaHuns No cneumanbHocTh 46.02.01 [JokyMeHTaUMOHHOe obecneveHune
ynpaeneHvs u apxusoseaeHmne"

(3apeructpuposaHo B MuHiocte Poccnmn 20.08.2014 N 33682)

[JokymeHT npegoctasneH KoHcynbTaHTl o
[ata coxpaHeHus: 30.09.2014

obecrneyeHnss CUCTEMbI YIIPaBEHNs NEPCOHANoM;

OpraHv3aLVoHHYH0 CTPYKTYpPY Cry6bl ynpaBneHnst nepcoHanoMm;

obLive NpUHUMNBI yNpaBneHusi epcoHarnom;

MPUHLMMbI OpraHu3aLun kagpoBol paboThl;

McUXonornyeckne acnekTbl yrnpaeneHus, cnocobbl pa3pelleHnst KOHIMKTHBIX
CUTyaLUii B KOMINEKTUBE;

onpeaensowmnMmn CUCTEMY rocyaapCTBEHHOIO ynpaBrieHus;

Nnonb30BaTbCA MaKPOIKOHOMUYECKUMW MoKasaTensamu;

BNageTb MeTogamMm paspeLleHns KOHPNUKTHBIX CUTYaLuii;

3HaTb:

Hay4YHble OCHOBbI CUCTEMbI FOCY4apCTBEHHOrO ynpaBneHus;

CTPYKTYpY OpraHoB rocyJapCTBEHHOro yrnpaBneHusl; coaepxaHue 1 HanpasneHue
rocygapcTBEHHON NOMUTUKN;

yrnpaBneHue coumarnbHOW cdhepomn U KOHPIUKTHBIMU CUTYaLmaMu;

yMeTb: Or1.11. OcHosbl OK1-9
NCNosb3oBaTb METOAbI HAYYHOrO MO3HAHWUS B UCCNeaoBaTENbCKOW AeATENbHOCTHY; nccneposatenbcko | MK 2.1, 2.6,
3HaThb: " OeaATenbHOCTHU 3.2,3.3,35
0 NocneacTBUsix CBOen NPodeCcCcMoHanNbHOM AeATENbHOCTU C TOYKN 3peHUS

efuHcTBa buocdepbl 1 BruocoumanbHOM NPUPoabl YEMNOBEKA;

OCHOBHbIE TEPMUHbI U ONpeaeneHns, ncrnonb3yemsle npyu opMmnpoBaHnm

OOKYMEHTOB B 00r1acTu Hay4YHO-UCCeL0BaTENbCKON AEATENBHOCTY;

YMETb:! or.12. OK1-9
NpoBOAUTb HEOOXOAMMbIE pacyeTbl MO HANOroBoOMy, KpeauTHOMY, B1ooKeTHOMY NocypapcteeHHoe | K 3.5, 3.6
perynmpoBaHmio 3KOHOMUYECKNX NPOLLECCOB; perynupoBaHue

3HaThb: 3KOHOMMUKM

cnocobbl rocyfapCTBEHHOrO PEryriMpoBaHnsl 3KOHOMUKM B NEPEXOAHbLIN NEPUOS K

PbIHKY;

OWHaMUKY cOLManbHO-3KOHOMUYECKNX NPOLIECCOB, MPOUCXOASLLUX B CTPaHe, UX

CTaTUCTMUYECKNE 3aKOHOMEPHOCTY;

NPUHLMMBLI U POPMbI FOCYJAPCTBEHHOIO perynmpoBaHnst 3KOHOMUKU B PbIHOYHbIX

YCroBUSX;

YMETb: Or.13. Cucrema OK1-9

06 BACHATL pasnunyHble hopMbl FOCYAaPCTBEHHOMO YNPaBEHUS; rocyaapcteeHHoro | K 2.6, 2.7,
Nonb30BaTbCs OCHOBHbLIMU HOPMAaTUBHO-MPaBOBbLIMU AOKYMEHTaMMU, ynpasneHus 3.6
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YMETb:

XapaKTepuaoBaTb UCMOMHUTENBHYIO BMacTb B coBpeMeHHon Poccun 1 npobnemsl
ee MoepHu3auumu,;

06BbACHATL crneund Ky rocyapCTBEHHOMO yNpaBneHus Ha PermMoHanbHOM YPOBHE;
3HaTb:

rocygapcTBeHHbIN annapaTt Poccumn B cucteme CoBETCKOro rocyapcTBa;
nepuoabl CTAHOBIEHUS 1 3BOMOLNN aAMUHUCTPATUBHO-KOMaHAHON CUCTEMbI
ynpasrneHus;

COBETCKWUI OMNbIT aAMUHUCTPUPOBaHUS; Kpusuc begepatuBHomn cuctemsl Corosa
Cosetckux Coumanuctmyeckux Pecnybnuk; nepmos CTaHOBNEHUS HOBOW CUCTEMBI
opraHusauum rocygapcteeHHomn sriactn B Poccun B 1990 - 1993 rr.;

OCHOBHbIe nonoxeHus KoHctuTtyumm Poccunckon ®enepaumm 1993 r. n npouecc
POpMMPOBAHMS HOBbIX OPraHoOB roCyJapCTBEHHON BracTy;

npeacraBuTenbHbIE OpraHbl BNacT B Hadane XXI B., CTPYKTYpY UCNONHUTENbHOW
BMnacTu B coBpemeHHoln Poccun n npobnemsl ee MogepHu3auum;

cneundurky pedopmmnpoBaHus cygebHom cuctembl Poccuiickon Pepepauny;

Oor.14.
OpraHusauus
rocyapCTBEHHbIX
yupexaeHun
Poccun

OK1-9
MK1.2,1.3,
21,26, 3.5,
3.6

yMeTb!

OpraHv3oBbIBaTb U NPOBOAMUTL MEPOMNPUATUS MO 3aLLMTe paboTaloLmx v
HaceneHus OT HeraTUBHbIX BO3AEWCTBUMN Ype3BblYaiiHbIX CUTYaLIUiA;
npeanpyHUMaTs NPoUNakTMYeckme Mepbl Ans CHKEHUS! YPOBHS! OMacHOCTEN
pa3nUYyHOro BMAa U X NOCNeacTBuMiA B NpodheccUoHanbHON AeATENbHOCTU U BbITY;
MCMonb30BaTh CPeACcTBa MHAUBMAYANbBHOM U KOMNMEKTUBHOM 3alLUThl OT OPYXUs
MacCOBOro MopaXeHus:;

NPUMEHSITL NEPBUYHbIE CPEACTBA NOXaPOTYLLUEHWS;

OPUEHTUPOBATLCS B NEPEYHE BOEHHO-YYETHBIX CreLansHOCTeN 1
CaMOCTOSATENbHO ONpeAensiTe CPEAUN HUX POLACTBEHHBIE NMOMYYEHHOW
crneumanbHoOCTH;

MPUMEHSITL NPOECCUOHATbHBIE 3HAHUS B XOAE UCTMONHEHNS 06s3aHHOCTei
BOEHHOM CMy>KObl HAa BOMHCKMX JOJHKHOCTSX B COOTBETCTBUM C NOMYYEHHOA
crneumanbHOCTbIO;

BnageTb crnocobamm 6eckoH(NNKTHOrO OBLLEHNS U cCamoperynsLum B
NOBCEAHEBHOWN AEATENBHOCTU U 3KCTPEeMaribHbIX YCNOBUAX BOEHHOW Cry»X0bl;
OKasbiBaTb NepPBYO MOMOLLb NOCTPafaBLUNM;

3HaThb:

MPUHLMNbI 0GeCNeYeHUst yCTOMYNBOCTM 06 LEKTOB 3KOHOMIKM, MPOrHO3MPOBaHUS
pa3BUTUSI COBLITWIA U OLLEHKM MOCNEACTBUIA NPYU TEXHOMEHHbIX YpPEe3BbIYanHbIX
CUTYaLUAX U CTUXWIHBIX SIBIIEHUSX, B TOM YMCIE B YCIOBUSIX NPOTUBOAENCTBUSA

68

Orl.15.
BesonacHocTb
KMU3HeaeaTenbHoc
™

OK1-9
MK1.1-1.5,
21-24,
2.7,
3.1-3.6

KoHcynbTanTlNnoc
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TEeppopU3My Kak cepbe3Hol yrpo3e HalmoHanbHom 6esonacHoctn Poccuy;
OCHOBHbIEe BUAbl NOTEHLMANbHbIX ONACHOCTEN MU UX MNOCNEACTBUS B
npodeccroHanbHOM OeATENbHOCTM U BbITY, MPUHLMIMbLI CHKEHUS] BEPOSITHOCTU UX
peanusauuu;

OCHOBbI BOEHHOW Cry6bl 1 060pOHbI rocy4apcTBa;

3a4a4M U OCHOBHbIE MEPONPUSATUS rpaXaaHCKoN 000POHbI; CNocobbl 3aLmTbl
HacerneHus OT OPY>KUS MacCOBOTO NMOPAXEHUS;

Mepbl NoXapHow 6e3onacHOCTU M NpaBuna 6e3onacHoOro NoOBeAEHMS MpU Noxapax;
opraHu3aumio 1 Nopsaok NpM3biBa rpaxkaaH Ha BOEHHYHO criyk0y 1 nocTynneHus
Ha Hee B [OOPOBONbLHOM MOPSAKE;

OCHOBHbIE BUbl BOOPY)XEHUS, BOEHHOW TEXHUKM U CMELMANbHOIO CHapsiXXeHus:,
COCTOSILLME Ha BOOPY)XEHUN (OCHALLEHNM) BOMHCKMX NoApasneneHnii, B KOTOPbIX
NUMETCS BOEHHO-YYETHbIE CreunanbHOCTU, POACTBEHHLIE cneumanbHocTam Cl10;
0o6nacTb NPUMEHEHUSI NoNy4YaeMbIX NPOECCUOHANBbHBIX 3HAHUA NPU NCMONHEHWN
06s13aHHOCTEN BOEHHOW CMYXObl;

nopsgoK M NpaBuia okasaHusi NePBOM MOMOLLM NOCTPagaBLUNM.

MM.00 MpodeccuoHansHble Mogynm 1298 866
MM.o1 OpraHunsaumsa goKkyMeHTaunoHHOro obecneyeHmns ynpaBneHus u MIOK.01.01. OK1-9
PYHKLUNOHNPOBaHNS OopraHu3aumnm OokymeHTaumoHHo | MK 1.1 -
B pesynbTate M3y4yeHuss NnpodeccrMoHanbHOro Mogyrnsi 00y4atoLwMncs SOMmKeH: e obecne4yeHune 1.11
NMEeTb NPaKTUYECKMIA ONbIT: ynpaBneHus
opraHu3aumm JOKyMeHTaUMoHHOro obecneyeHms ynpaBneHus u
YHKUMOHNPOBaHWSA OpraHnsauuy; MKA.01.02.
yMeTb: MpaBoBoe
MPUMEHSITb HOPMaTKBHbIE NPABOBbLIE AKTbl B YNPaBleHYeCKon AeATENbHOCTY; perynupoeaHue
MOATOTaBNMBATL NPOEKTbI YNPABNEHYECKUX PEeLUEHWI; ynpaeneH4eckou
obpabaTbiBaTh NOCTynatoLue 1 OTNpaBseMble JOKyMEeHTbI, CUCTEMaTU3NPOBATb ACATENBHOCTU
NX, COCTaBMATb HOMEHKNATYPY Aen U (OpPMMPOBaTh AOKYMEHThI B Aena; MK[.01.03
rOTOBWUTb M NPOBOAUTL COBELLAHMWSA, AeNOoBble BCTPEYN, MPUEMbIl U Npe3eHTaLuu;
- OpraHusauus
HOpMaTMBHbIE NPaBOBbIE aKTbl B 0611acTy opraHM3aumnm ynpaBreH4YeCcKom ceKpeTapakoro
. obcnyxunBaHns
[eATenbHOCTY;
OCHOBHbIE NpaBwurna XxpaHeHus 1 3aWwuTbl cnyxebHon nHpopmaumu.
MM.02 OpraHunsaumsa apxvMBHOW 1 CNpaBOYHO-UHGOPMAaLMOHHON paboTbl NO LOKYMEHTaM MIOK.02.01. OK1-9
opraHusaumm OpraHusaums u NnK2.1-27
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B pesynbTarte 13ydYeHns npodeccroHanbHoro Moayns oby4aroLMitcsl JOKeH:
MUMEeTb NPaKTUYECKUIA ONbIT:
opraHu3aUmmn apxX1BHOM 1 CnpaBoYHO-MHDOPMALIMOHHON paBoTbl N0 JOKYMEHTaM

HOpMaTUBHO-MNpaB
OBbl€ OCHOBbI
apXMBHOIO Aena

opraHusaumu;
yMETb: MIK.02.02.
OpraHM3oBbIBaThL AEATENBHOCTL apxXMBa C y4eToM cTaTyca v npoduns l'ocynapcTaeHHble,
opraHM3aLm; MyHULMNanbHbIe
paboTaTb B cMCTEMAX 3MNEKTPOHHOro AOKYMeHToo6opoTa; apX1Bbl N apXuBk
MCMNONb30BaTh B AEATENBHOCTY apXmMBa COBPEMEHHbIE KOMMbIOTEPHbIE OpraHusaLiyu
TEXHOMormu; M[IK.02.03,
NPUMEHSATL COBPEMEHHbIE METOAMKI KOHCEPBALMM 1 pecTaBpaLmi apXUBHbIX MeTovka u
AOKYMEHTOB; npaKT/Ka
3HaTb. y L apxvBoBedeHUst
CUCTEMY apXMBHbIX yupexaeHuin B Poccuiickoit degepaumm v opraHusaumio
ApxuBHoro ¢oHaa Poccuiickon ®epepalmu; M[K.02.04.
CUCTEMY XpaHEeHUs 1 0BPaBOTKN JOKYMEHTOB. O6ecneyenve

COXPaHHOCTU

[AOKYMEHTOB

MM.03 OcyLecTBneHne JOKYMEHTaUMOHHOrO obecneyeHmns ynpaBneHms n apxmBHOro MOK.03.01. OK1-9
Jena ¢ Ncnonb3oBaHMeM NPOrpaMMHbIX CPeacTB yyeTa, XpaHeHusl, 06paboTku n WHpopmaumoHHble | MK 3.1 - 3.6
rnoucka JOKYMEHTOB TEXHOMOrMn B
B pesynbTare n3yyeHus NpodeccmoHansHOro Moaynst 06y4aoLmnincs JOmKeH: [AOKYMEHTaLMOHHO
MMETb MNPaKTUYECKUI ONbIT: M obecrneyeHnm
paboTbl C NPOrpaMMHbIMU CPEACTBAaMM yYeTa, XpaHeHus:, 06paboTKu 1 noucka ynpaeneHus u
[OKYMEHTOB; apxvBHOM ferne
opraHm3aumm crnpaBo4HO-MHEOPMALIMOHHON AEATENBHOCTM C AOKYMEHTaMK;
yMeTD: MK[.03.02.
paboTaTb C NPodeCccroHanbHO OPUEHTUPOBAHHBIM NMPOrpaMMHbLIM oBecneveHnem MeToauka
B 0611acT1 AOKyMEHTaLUMOHHOro obecrnedeHus ynpaeneHus (qanee - JOY) u paumnoHanmsaymm
apXMBHOTO fena: [AOKYMEHTaLMOHHO
OpraH13oBbIBaTL BHEAPEHME aBTOMaTU3NPOBaHHOM cMCTEMbI B cryxGe [JOY u ro obecneyeHns
apxvBe (TexHu4eckoe 3aaaHue, noHatTne o CASE-TexHonorusax); ynpasnexua u
HaxoauTb HeobxoaMMyto MHOPMaLWMIO, NONb30BaTLCA MHEOPMALMOHHBIMM apx1BHOro aena
pecypcamu cetv MiHTepHeTa B 06n1acTi JOKyMEHTOBEAEHUA M apXMBHOIO Aena; MK[.03.03
paboTaTb C 3MeKTPOHHbIMU AOKYMEHTaMMU; Opra.HM:.;au,.vm
CMONb30BaTh CETEBbIE NPOrPaMMHbBIE U TEXHUYECKME CPeaCcTBa B 0aBOTHI C
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npodeccrmoHanbHOM AeATeNbHOCTY;

3HaTh!

PbIHOK Creumnan13MpoBaHHOro NpUKNagHoro NporpaMMHoro obecneyeHus B
o6nactv JOY 1 apxmBHOro Aena (aBTomaTu4eckme CUCTeMbl ynpaBneHus
OOKyMeHTamu);

coBpeMeHHoe cocTosiHve JOY rocyaapCTBeHHbIX U HErocyaapCTBEHHbIX
yuYpexaeHun, rocyqapCTBEHHbIX, MyHULMMNANbHbIX U HEFOCYAapCTBEHHbIX apX1BOB
B 06nacTu NpUMeHEeHUs MHPOPMALIMOHHBIX TEXHOMOIUIA U NCMOMNb30BaHNSA
cneumannsMpoBaHHOro NporpaMmMHoro obecneyeHus;

KopropaTuBHblE MHPOPMALMOHHbIE CUCTEMbI, aBTOMATU3MPOBaHHbIE NO CUCTEMaM
OOKyMEHTaLuMK, B TOM YMcne kagpoBon, byxyyeTa;

nepcrneKkTMBHbIE HanpaeneHns uHcopmatusauum JOY 1 apxnBHOro Aena;
3aKkoHogaTenbHyto 6asy, OCHOBHbIE Yrpo3bl MHpOpMaLIMOHHON 6e30MnacHOCTU.

ONEKTPOHHbIMU
OOKYMEeHTaMu

MM.04 BbinonHeHve paboT No OAHOM UNKU HECKOMNbKUM Npodeccrsam pabouunx,
OOIMKHOCTAM CrTyXaLLnx
BapuatueHas yacTb y4eb6HbIx umknos MNMCC3 1620 1080
(onpenensietcst obpaszoBaTenbHON OpraHn3aunen cCaMmoCToSATENBHO)
Bcero yacoB 06yyeHuns no y4ebHbiM yuknam MNNCC3 5292 3528
YI1.00 YyebHas npakTuka OK1-9
10 Hegq. 360 MK1.1-3.6
Mn.oo lMpoussoacTBEHHas NpakTuka (No Npodunto cneumnanbHOCTK)
rnan.oo lMpoussoacTBEHHAs NpakTuka (NpeaaunoMHas) 4 Hep.
MA.00 MpomexyTovHas aTTecTaums 5 Hep.
MA.00 ["ocynapcTBeHHasa utoroeas atrectauus 6 Hen.
MA.01 MogroToBka BbIMYCKHOMW KBanudukaLMoOHHOW paboThbl 4 Hep.
MNA.02 3aLumTa BbINyCKHOW KBanngukaunoHHoN paboTbl 2 Heq,.
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Cpok nonyyenunsi CMNO no MMCC3 yrnybneHHoN nogrotoekn B 04HON hopmMe obydeHus coctaensieT 147 Hedenb, B TOM Yucrie: Teonnua @
O0yueHne nNo y4ebHbIM LKnam 98 Hen.
YyebHas npakTuka

10 Hegq.
lMpoussoacTBEHHas NpakTuka (No Npodunto cneunansHOCTH)
lMpoussoacTBEHHas NpakTuka (NpeaaunioMHas) 4 Hep.
MpomexyToyHas aTTecTaums 5 Hep.
"ocypapcTBeHHasi UTOroBas atTectauus 6 Hen.
KaHukynspHoe BpeMs 24 Hep.
NToro 147 Hep.
KOHCy" bTaHTIAr0C www.consultant.ru Crpanuua 28 u3 34

Hape)XHaf npaBoBaa noaaepxXkKa




Mpukas MuHobpHayku Poccumn ot 11.08.2014 N 975

"06 yTBepxaeHun ceaepanbHOro rocyaapcTBEHHOro 06pasoBaTenibHOro
CTaHaapTa cpeaHero npodeccnoHanbHoro obpasoBaHmnsi No cneumanbHOCTH
46.02.01 JokymeHTaumoHHoe obecneyeHne ynpaBneHnus n apxuBoeeaeHmne"
(3apeructpupoBaHo B MuHtocte Poccum 20.08.2014 N 33682)

[okymeHT npepocTasneH KoHcynsTaHTl o
[ata coxpaHeHus: 30.09.2014

VIl. TPEBOBAHUA K YCITOBUAM PEANN3AL NPOITPAMMBbI NOATOTOBKA
CMNEUMATTINCTOB CPEOHEIO 3BEHA

7.1. OGpaszoBaTtenbHasi oOpraHuM3auusi camocTosTenbHO paspabaTtbiBaeT W yTBepxgaet [MNCC3 B
cooTBeTCcTBMU C HacTosAwmm PIOC CI1O n ¢ yyeTom cooTBeTCTBYIOLWEN NpumepHon MMNCC3.

Mepen Hayanom paspaboTku MMNCC3 obpa3oBaTenbHas opraHn3aLms OOSMKHA onpeaennTb ee cneuuguky ¢
y4eTOM HarnpaBneHHOCTU Ha yOoBreTBOpeHne notTpebHocTeln pbiHka Tpyda u paboTogartenen, KOHKPETM3NPOoBaTb
KOHEYHble pe3ynbTaTbl 00y4YeHUss B BMOE KOMMETEHLMW, YMEHMI M 3HAHWIW, NPUOOpPEeTaeMoro npakTU4ecKoro
onbiTa.

KOHKpeTHble BMAbl OEATEeNbHOCTM, K KOTOPbIM TFOTOBMTCS OOy4alowMncs, AOMKHbl COOTBETCTBOBATb
npuceavBaemoln kBanudukauumn, onpepenaTb CopaepXaHue obpasoBaTenbHOW nporpammbl, paspabaTbiBaemoi
obpa3zoBaTenbHOM opraHn3aLmen COBMECTHO C 3aMHTEpPecoBaHHbIMK paboTogaTensiMu.

Mpu dpopmmposanHmm MMCC3 obpazoBaTenbHas opraHn3auus:

UMeeT npaBO WCMOMb30BaTb OOLEM BpPEMEHW, OTBEOEHHbLIN Ha BapuaTMBHYI 4acTb Y4YeOHbIX LMKIOB
MMNCCS3, ysennuyueasi npu 3ToMm 06bEM BpEMEHMW, OTBEAEHHBIN HA AUCLMUNIAUHBI U MOAYNN 0BA3aTenbHON YacTw,
nnbo BBOAS HOBblE OUCLUMNIUHBI U MOAYNN B COOTBETCTBUM C NOTpPebHoCTAMM paboTogartenen u crneuundumkomn
AesaTenbHoCTN obpa3oBaTenbHOM OpraHu3aLmuy;

UMeeT MnpaBO OMNpefenaTb O OCBOEHUS oObOyvaluMncs B pamkax npod)eccMoHanbHOro Moayns
npodeccuto paboyero, JOMKHOCTb Criyallero (04HY WM HECKONbKO) COrfacHO MPUMOXKEHMIO K HacToAWweMy
®rocC Crio;

obsizaHa exerogHo obHoBnATe MMCC3 ¢ yyeToM 3anpocoB pabotogartenen, ocobeHHOCTeN pasBUTUS
pervoHa, KynbTypbl, Hayku, SKOHOMMWKWA, TEXHWUKW, TEXHOMOMMIN U coumanbHOM cdepbl B pamMKax, YCTaHOBIEHHbIX
HacToswmm PIroC Clo;

06sizaHa B pabounmx y4yebHbIX nporpamMmmax BCEX AUCUMMNMH UM NpoddeccUMoHanbHbIX MOoOynen 4eTko
dopmynupoBatb TpeboBaHMs K pe3yrbTaTaM WX OCBOEHWsi: KOMMEeTeHLMsIM, NpuobpeTaeMoMy NpakTU4eckoMy
ONbITY, 3HAHUAM U YMEHUAM;

obsizaHa obGecneynBaTb 3PPEKTMBHYIO CaMOCTOSITENbHYIO paboTy oby4dalolmxcs B COYeTaHun C
COBEpPLUEHCTBOBaHMEM YIMpaBfiEHUs €10 CO CTOPOHbLI NpenogaBaTerne U MacTepOB NPON3BOACTBEHHOIO OBYyYEHUS;

obsizaHa obecneymBaTb 06yYalOLMMCH BO3MOXHOCTb Yy4YacTBoBaTb B (DOPMMPOBaHUM WHOMBUOYaNbHON
obpasoBaTenbHON NporpaMmmel;

0b6si3aHa hopmMmnpoBaTb COLMOKYNbTYPHYIO cpeay, COo3faBaTb YCIOBUsSl, HeobXoaMmble ANl BCECTOPOHHErO
pasBUTMS U counanu3auum JMYHOCTM, COXPaHEHMs1 340pOoBbs oOOyyatowmxcsi, cnocobcTBOBaTb pPasBUTUIO
BOCMMTATENbHOrO  KOMMOHEHTa  obpasoBaTenbHOrO  MNpouecca,  BKYass  pasBUMTUE  CTYOEHYECKoro
caMoynpaBrieHusi, ydactve obyuvarowmxcsa B paboTe OOLEeCTBEHHbLIX OpraHu3auui, CMOPTUBHBLIX M TBOPYECKUX
Kny6os;

OOIMKHa npegycmaTpvBaTb B LeENsX peanus3aumMuM KOMMEeTEHTHOCTHOro Moaxoda WCMnonb3oBaHuMe B
obpa3oBaTenbHOM MpoLEecce akTMBHbIX WM WHTEPaKTUBHLIX (OPM MNPOBEAEHUS 3aHATUN  (KOMMbIOTEPHbIX
CUMYNSILUMIA, OEnOBbIX M POreBbIX Urp, pasbopa KOHKPETHbIX CUTyauWi, MCUXONOrMYECKUX U WHbIX TPEHWHIOB,
rpynnoBbIX AWCKYCCU) B COYMETaHUM C BHeayaAWUTOPHONM paboTor ans opMUpPOBaHUS U pasBUTMS OBLLUMX U
npodeccroHanbHbIX KOMNETEHLMIA 0DyYaroLLMXCS.

7.2. Mpu peanunsauum MINCC3 obyyatoLmecs UMeOT akageMmnyeckme npaea n 06s13aHHOCTU B COOTBETCTBUN
¢ ®enepanbHbIM 3akoHOM OT 29 aekabps 2012 r. N 273-93 "O6 obpasosaHum B Poccuiickon epepaummn” <1>,

<1> CobpaHue 3akoHogaTenbcTBa Poccunckon ®egepaunm, 2012, N 53, ct. 7598; 2013, N 19, cT. 2326; N
23, cT. 2878; N 27, c1. 3462; N 30, c1. 4036; N 48, c1. 6165; 2014, N 6, cT. 562, cT. 566; N 19, cT1. 2289; N 22, cT.
2769; N 23, cT. 2933; N 26, cT1. 3388; N 30, cT. 4263.

7.3. MakcumanbHbIi 06bem yy4ebHOW Harpyskm obyuvalollerocs cocTaBnsieT 54 akageMumyeckMx 4aca B
Heaeno, BKIoYas Bce BUAbl ayAUTOPHON N BHeayaAUTOPHON y4eBHOM Harpysku.

7.4. MakcumarbHbli 0ObeM ayguTOpHOM y4ebHOW Harpyskm B O4HOM ¢hopme oOyyeHusi cocTaensieT 36
akageMmnyecKkmMx YacoB B Hegernto.

7.5. MakcumarnbHbIi 06beM ayguUTOPHON y4eBHOM Harpy3kun B OYHO-3a04HOM hopme oBOy4yeHust cocTaBnsieT
16 akageMn4ecKnx YacoB B HEOEN!O.

7.6. MakcmarbHbI 00beM ayaAUTOPHON y4eBGHOWM Harpy3ku B rof B 3a04HOM hopMe 0ByYeHMs1 CocTaBnseT
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160 akageMn4eckmx 4acos.

7.7. O6Las NpoaoMmKUTENBHOCTb KaHMKYN B y4eOHOM roay AorkHa coctaenaTb 8 - 11 Hedenb, B TOM Yucne
He MeHee 2-X Hefenb B 3MHUIA nepuog,.

7.8. BbinonHeHne KypcoBoro npoekta (paboTbl) paccmaTpuBaeTcs kak Bua y4ebHon paboTbl MO AUCLUMIIMHE
(aucumnnuHam) npodeccnoHanbHOro yvebHoro uukna u (Mnm) npodpeccrMoHansHOMY MOZYMN  (MoAynam)
npodeccrmoHanbHoro yuebHoro Lukna n peanuayeTcs B npeaenax BpEMeEHN, OTBEAEHHOIO Ha ee (UX) U3yyeHue.

7.9. [OucumnnunHa "®usmyeckas KynbTypa" npegycMaTpuMBaeT exeHedenbHO 2 4aca 06s3aTenbHbIX
ayaANTOPHLIX 3aHATUA U 2 Yaca CaMOCTOSITENbHON paboThl (3a cYeT pasnnyHbIX OpM BHEAYOUTOPHbLIX 3aHSATUN B
CMOPTMBHbBIX Kybax, cekumsx).

7.10. O6paszoBaTenbHas opraHM3aums UMeeT NpaBo ANns NOArpynn AeBYLUIEK MCNoNb3oBaTbh YacTb y4ebHOoro
BpeEMEHM AucumnnuHbl "Be3onacHoCcTb Xu3HedeaTenbHocTn" (48 4yacoB), OTBEOEHHOrO0 Ha W3YyYeHUEe OCHOB
BOEHHOW cryX06bl, HA OCBOEHME OCHOB MEAULMHCKUX 3HaHWUNA.

7.11. MNony4yeHne CIO Ha Gase OCHOBHOro 06LLiero obpasoBaHWsi OCYLLECTBISETCA C O4HOBPEMEHHbLIM
nony4eHnem cpeaHero obuero obpasoeaHus B npegenax MMCC3. B atom cnyyae MMNCC3, peannsyemasn Ha 6ase
OCHOBHOro obuiero obpasoBaHusi, paspabaTbiBaeTcs Ha OCHOBe TpeboBaHWIA COOTBETCTBYIOLMX dhedepanbHbIX
rocyapcTBeHHbIX 0O6pa3oBaTenbHbIX CTaHAAPTOB cpenHero obuwero obpasoBaHmsa 1 CMO ¢ yyeTom nonyvyaemon
cneumanbHocTtn CI10.

Cpok ocBoeHusi MMCC3 B o4yHOM hopme 0bydeHus anst nuu, obyyarowmuxcs Ha 6a3e OCHOBHOro obLiero
0bpa3oBaHus, yBenuumMBaeTcsl Ha 52 Hegenu us pacyeta:

TeopeTuyeckoe obyyeHune (npu obs3aTenbHon y4ebHom Harpy3ke 36 YacoB B HeOento) 39 Hep.
NpoMeXyTo4Has aTTecTaums 2 Heq,.
KaHWKYIbl 11 Hep.

7.12. KoHcynbTaumm gns obyvarowmxca no o4HOM 1 04YHO-3a04HON chopmMaM obydeHnst npegycMaTpuBaroTCst
obpa3zoBaTenbHOM opraHusaumein n3 pacyeta 4 yaca Ha OQHOro o0yvatoLlerocs Ha Kaxabl y4eOHbI rog, B TOM
yncne B nepuoa  peanu3auum obpasoBaTernbHOW MNporpammbl  cpegHero obwero obpasoBaHus Ans  nuu,
obyyatowmxca Ha 6Gase OCHOBHOro obuiero obpasoBaHus. PopMbl MPOBEAEHWUS KOHCYMbTauui (rpynnoBble,
nHaMBKMAyanbHble, MMCbMEHHbIE, YCTHbIE) onpeaensioTca obpasoBaTernbHON opraHnsaumnen.

7.13. B nepuog oby4eHus ¢ oHoLwamMmn NpoBOAATCS y4ebHble cbopbl <1>.

<1> MNyHKT 1 cTtatbn 13 degepansHoro 3akoHa ot 28 mapta 1998 r. N 53-®3 "O BoMHCKON 0693aHHOCTU U
BOeHHoM cnyxbe" (CobpaHune 3akoHogaTtenbcTBa Poccunckon ®egepauun, 1998, N 13, ct. 1475; N 30, cT. 3613;
2000, N 33, cT1. 3348; N 46, cT. 4537; 2001, N 7, cT. 620, cT. 621; N 30, cT. 3061; 2002, N 7, cT. 631; N 21, cT.
1919; N 26, cT. 2521; N 30, cT. 3029, cT. 3030, cT. 3033; 2003, N 1, cT. 1; N 8, cT. 709; N 27, cT1. 2700; N 46, cT.
4437; 2004, N 8, cT. 600; N 17, cT. 1587; N 18, c1. 1687; N 25, cT. 2484; N 27, cT. 2711; N 35, c1. 3607; N 49, cT.
4848; 2005, N 10, cT. 763; N 14, c1. 1212; N 27, c1. 2716; N 29, cT. 2907; N 30, cT. 3110, cT. 3111; N 40, cT. 3987;
N 43, cT. 4349; N 49, cT. 5127; 2006, N 1, cT. 10, cT. 22; N 11, cT. 1148; N 19, cT. 2062; N 28, cT. 2974; N 29, cT.
3121, c1. 3122, cT1. 3123; N 41, cT. 4206; N 44, c1. 4534; N 50, cT. 5281; 2007, N 2, cT. 362; N 16, c1. 1830; N 31,
cT. 4011; N 45, cT1. 5418; N 49, cT1. 6070, cT. 6074; N 50, cT. 6241; 2008, N 30, cT. 3616; N 49, cT. 5746; N 52, CT.
6235; 2009, N 7, cT. 769; N 18, cT. 2149; N 23, cT1. 2765; N 26, cT. 3124; N 48, c1. 5735, cT. 5736; N 51, cT. 6149;
N 52, ct. 6404; 2010, N 11, cTt. 1167, c1. 1176, cT. 1177; N 31, c1. 4192; N 49, cT. 6415; 2011, N 1, cT. 16; N 27,
cT. 3878; N 30, cT1. 4589; N 48, cT. 6730; N 49, cT. 7021, cT. 7053, cT1. 7054; N 50, cT1. 7366; 2012, N 50, cT. 6954;
N 53, cT. 7613; 2013, N 9, cT. 870; N 19, cT. 2329; cT. 2331; N 23, cT. 2869; N 27, cT1. 3462, cT. 3477; N 48, cT.
6165).

7.14. Tpaktuka aBndetca obasatenvHbiM pasgernom [MNCC3. OHa npenctaenser cobon Bua yyebHom
OeATENbHOCTM, HanpaefeHHONn Ha ¢OopMMpoBaHME, 3aKpenrneHve, pasBuUTUE NPaKTUYECKUX HaBbIKOB U
KOMMETEHLMM B NpoLiecce BbINONMHEHUS onpeaeneHHbIX BUAoB paboT, cBA3aHHbIX ¢ byaylen npodeccuoHansHon
aestenbHocTblo. Mpu peanusaummn MMCC3 npegycMaTpyBaloTCsl criegylolime Buabl NPakTUK: yvyebHas w
Npon3BOACTBEHHAS.

lMponsBoacTBEHHAs MpakTUKa COCTOMUT W3 ABYX 3TanoB: MNPaKTUKM NO NpOoduno  crneuuanbHOCTU U
NpeaAavnIIoMHON NPaKTUKN.
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Y4yebHaa npakTMka W MNPOM3BOACTBEHHas Mpaktuka (no npodwuno  cneumansHOCTN) NpoBOAATCA
obpa3oBaTenbHON opraHuM3auuelnt NpyM OCBOEHUM oby4varowmummncs npodeccMoHarnbHbIX KOMMETEHLMA B paMKax
npodeccuoHarnbHbIX MOAYNen N MOryT peanu3oBbiBaTbCs Kak KOHLEHTPUPOBAHHO B HECKOSTbKO NeproaoB, Tak U
paccpefoToveHo, Yepeayscb C TEOPETUYECKUMU 3aHATUSMU B paMKax npodeccnoHanbHbIX Mogynen.

Llenn n 3agaymn, nporpammbl U pOpMbl OTHETHOCTU ONpedenstoTca obpasoBaTenbHOW opraHusauven no
KaXkgoMy Buay NpakTuKu.

MpounssoAcTBEHHAs MpaKkTMKa AOSMKHA NPOBOAUTLCH B OpraHM3aumsaX, HanpasneHne OesTenbHOCTU KOTOPbIX
COOTBETCTBYET NPOUIO NMOATOTOBKMN 0OYYalOLLNXCS.

ATTectaums no wWTOoram MpPOM3BOACTBEHHOW MPaKTUKW MPOBOAUTCA C Y4E€TOM (MNM Ha OCHOBaHUK)
pes3ynbTaToB, NOATBEPKAEHHbIX JOKYMEHTaMM COOTBETCTBYIOLLMX OpraHM3aumni.

7.15. Peanuszauus TMNCC3 no cneumanbHOCTM AOMkHa obecneymBaTbCs MNeQarorMyeckumMun Kagpamm,
nmerLwmMmn Bbiclee obpa3soBaHme, COOTBETCTBYOLLEE NPodunio npenogasaemMon AnCUMNIMHbl (Mogyns). OnbIT
OeATenbHOCTM B OpraHuM3auMsix COOTBETCTBYOLLEN npodeccmoHanbHon cdepbl aBngeTcss obsizatenbHbiM ANg
npenogasaTenen, OTBeYallWMx 3a OCBOeHMe obydarwmmcs npodecCUoHanbHOro  y4ebHOro  uukna.
Mpenogasatenu nonyyawT AOMNONHUTENbLHOE npodeccuoHanbHoe obpasoBaHuMe Mo nporpaMMaM MOBbIIEHUS
KBanudukaumm, B TOM Y1cne B (opmMe CTaXMPOBKN B NPOdUbHbIX OpraHM3aumax He pexe 1 pasa B 3 roga.

7.16. MMNCC3 pomkHa obecneumBaTbCcs y4eOHO-METOLMYECKON OOKYMEHTauMen Mo BCEM AUCLUMMMHAM,
MeXaucLMnnanMHapHbIM Kypcam v npodeccuoHansHbIM Mogynsam MNIMCC3.

BHeayautopHas paboTta gomkHa ConpoBOXaaTbCa MeToaM4eckum obecrneveHmem n o6ocHOBaHNEM pacyeTa
BpeMeHW, 3aTpadnBaeMoro Ha ee BbINOMHEHNe.

Peanunzauus MMNCC3 pomkHa obecneymBaTbCsi LOCTYNOM Kaxgoro obyyarwouwierocss kK 6asam fgaHHbIX U
6ubnmnoTeyHbIM oHaaMm, opMUPYyeMbIM MO MOMHOMY nepeyHio aucumnnuH (Mogynen) MMNCC3. Bo Bpems
CaMOCTOATENbHOW NOArOTOBKN 00Yy4YatoLLmMecs OomkHbI ObiTb obecneyeHbl 4OCTYNOM K ceT VIHTepHeT.

Kaxgbii oby4datowimncs gomkeH ObiTb obecnedyeH He MeHee 4YemM OOHMM Y4YeOHbIM neyatHbiM K (Mnu)
SNEKTPOHHBbIM  U3A4aHMEM MO KaXAOW JucuunimnHe npodyeccMoHanbHOro  yyebHOro LuUukna u  OgHUM
y4ebHO-MEeTOAMYECKMM NeYaTHbIM U (UNK) SNEKTPOHHLIM U3AaHUEM MO KaXKOOMY MEXOMUCLUMITMHAPHOMY Kypcy
(BKIIOYasA ANEKTPOHHblEe 6a3bl NEPUOANYECKUX U3OAHUN).

bubnunoteuHbln ¢oHL [OMmMKeH ObiTb YKOMMMEKTOBAH MeYaTHbIMU U (MNK) 3NEKTPOHHbIMU  U3A4AHUAMMU
OCHOBHOW W [OMNOMHUTENBbHOM y4ebHOW nuTepaTypbl NO AUCUMNAMHAM BCeX Yy4ebHbIX LMKINOB, M34aHHOM 3a
nocnenHue 5 ner.

BbubnuoteuHbin  doHa, NOMMMO  y4ebHOM  nuTepaTypbl, OOMKEH  BKNoYaTb  oumumanbHble,
crnpaBo4yHo-6ubnuorpadumyeckne U nepuognyeckme mspaHmst B pacvete 1 - 2 ak3emnndpa Ha kKaxgblx 100
obyuvatomxcs.

Kaxgomy oby4vatowemycsa pomkeH 6blTb obecneyeH [OoCTyn K Komnnektam 6ubnunoTeyHoro oHaa,
COCTOSILLMM HE MeHee 4YeM 13 5 HaMMeHOBaHUIN POCCUNCKUX XKyPHaroB.

ObpasoBaTtenbHas opraHuM3auuMs [OfkHa npefocTaBuTb OByYaloLWMMCS BO3MOXHOCTb  OMepaTUBHOMO
obmeHa wHdoOpMauMen C POCCUMUCKUMKM OOpasoBaTeNbHbIMU OpraHM3auMsMm UM [OCTYN K COBPEMEHHbIM
npodeccuoHarnbHbiM 6a3aM AaHHbIX U UHPOPMaUMOHHBIM pecypcaM ceTn NHTepHerT.

7.17. MNpuem Ha obGyuyenve no MMNCC3 3a cyeT OHOOKETHLIX acCUrHoBaHW degepansHoro GroaxeTa,
GroaxeToB cybbekToB Poccuiickon ®enepaummn U MeCTHbIX GHoaXeTOB siBNsieTCst 0OLEenoCTyMNHbIM, eCNn MHOe He
npenycMoTpeHo YacTbio 4 ctatbn 68 PenepanbHoro 3akoHa ot 29 gekabps 2012 r. N 273-93 "O6 obpasosaHun B
Poccuickon depepaummn” <1>. dnHaHcupoBaHue peanusauum MMNCC3 gomKkHO OCYLLECTBNSATLCA B 0ObemMe He
HWXE YCTaHOBIIEHHbIX roCy4apCTBEHHbIX HOPMATMBHBLIX 3aTpaT Ha OKasaHwe rocygapCTBEHHOW ycnyrn B cdepe
obpasoBaHMsA A4S AaHHOTO YPOBHS.

<1> CobpaHue 3akoHogaTenbcTBa Poccuickon ®epepaunm, 2012, N 53, ct. 7598; 2013, N 19, cT. 2326; N
23, cT. 2878; N 27, c1. 3462; N 30, c1. 4036; N 48, c1. 6165; 2014, N 6, cT. 562, cT. 566; N 19, cT1. 2289; N 22, cT.
2769; N 23, cT. 2933; N 26, cT1. 3388; N 30, cT. 4263.

7.18. O6pasoBaTtenbHas opraHusauus, peanusytoLias MNCcas, [OIXHa pacnonaraTtb
MaTepuanbHo-TexHM4ecko 6ason, obecneymBalollerr NPOBEAEHME Bcex BUAOB rabopaTopHbiXx paboT w
NPaKTUYECKUX 3aHATUIA, OUCLUMIMHAPHON, MEXOUCUUNIMHAPHON N MOAYNbHOM MOArOTOBKM, YY4EeOHON MpaKkTuKW,
NpenyCcMOTPEHHbIX y4eOHbIM nnaHoM obpasoBaTernbHOW opraHu3auni. MaTepuanbHo-TexHu4eckas 6asa gormkHa
COOTBETCTBOBATb AEWCTBYIOLLMM CaHUTAPHBLIM U NPOTMBONOXaPHbLIM HOPMaM.

KoHcynbTaHTINOC www.consultant.ru CTpanuua 31 u3 34

Hafe)Has npaBoBas noAAep)KKa



Mpukas MuHobpHayku Poccumn ot 11.08.2014 N 975

"06 yTBepxaeHun ceaepanbHOro rocyaapcTBEHHOro 06pasoBaTenibHOro
CTaHaapTa cpeaHero npodeccnoHanbHoro obpasoBaHmnsi No cneumanbHOCTH
46.02.01 JokymeHTaumoHHoe obecneyeHne ynpaBneHnus n apxuBoeeaeHmne"
(3apeructpupoBaHo B MuHtocte Poccum 20.08.2014 N 33682)

[okymeHT npepocTasneH KoHcynsTaHTl o
[ata coxpaHeHus: 30.09.2014

MepeyeHb kabuHeTOB, NabopaTopuii, MacTePCKNX
N Opyrux nomMeLLeHun

KabuHeTbl:

couMarnbHO-3KOHOMUYECKNX OUCLUNIINH;

WMHOCTPAHHOTO A3bIKa;

MaTeMaTuKM U MHPOPMATHKN;

9KONOrMYeCKMX OCHOB NPUPOAONONb30BaHNS;

9KOHOMWKWN OpraHu3auum u yrnpasneHus nepcoHarnom;

MEHeKMEHTa;

npasoBoro obecneyeHns NPodECCNOHaNbHON AeATENBHOCTY;

rocyaapCTBEHHON N MyHULMNANbHOW CIyXObl;

OOKYMEHTAaLMOHHOro obecneyeHust ynpaBneHus;

apXxvMBOBeAEHNS;

npodeccrMoHanbHoOM 3TUKN U NCUXONOrMN AenoBoro obLeHns;

6€e30MacHOCTM XN3HEAEATENBHOCTY;

MeTOANYECKUN.

JTabopatopuw:

NMHOPMATMKM U KOMMbIOTEPHON 06paboTKN [OKYMEHTOB;

TEXHUYECKNX CPeACTB yNpaBreHus;

CMCTEM 3MEKTPOHHOIO JOKYMEHTOO00POTa;

OOKYMEHTOBEAEHUS;

y4ebHas kaHuenapus (cryxba 4OKYMeHTaLMOHHOro obecneveHns ynpasneHms).

CnopTMBHbIVA KOMMNIIEKC:

CMOPTUBHbLIN 3an;

OTKPbITBIN CTa4MOH LLUMPOKOro Npoduns ¢ anemeHTaMmu nornockl NpensaTCTBUN;

cTpenkoBbl TUP (B Ntobor Mmoandmkauun, BKIOYas 3NEKTPOHHbIN) UMK MECTO ANd CTpenbobI.

3anbl:

6ubnnoTeka, YiTanbHbIN 3an C BbIXOAOM B CETb VIHTEPHET;

aKTOBbIN 3an.

Peanusauua MMNCC3 gomkHa obecneymBaThb:

BbIMONHEHNE oObyvalWwmnMmnca nabopaTopHbIX W NPaKTUYECKMX 3aHATUIW, BKMOYas Kak obsi3aTernbHbIN
KOMTMOHEHT NpaKTU4Yeckne 3aaHnsi ¢ UCMonb3oBaHMEM NEPCOHaNbHbIX KOMMbIOTEPOB;

ocBoeHve obyvalwmumncss nNpodeccuoHarnbHbIX MOAYMEN B YCMOBUMSAX CO3[4AHHOW COOTBETCTBYHOLLEN
obpa3oBaTtenbHoi cpebl B obpa3oBaTenbHON opraHM3auuyM Unum B OpraHmsaumsx B 3aBUCMMOCTM OT creumdmkm
BMOA OEeATENbHOCTW.

Mpn ncnonb3oBaHUN 3NEKTPOHHbIX M3OaHWI obpasoBaTenbHasg OpraHusaums OormkHa obecneynTb Kaxaoro
oby4atoLerocs paboynmm MECTOM B KOMMbIOTEPHOM KIlacce B COOTBETCTBMM C OO BEMOM U3yYaeMbIX OUCLMMIINH.

O6pasoBaTtenbHas opraHu3aums gormkHa ObiTb obecrneveHa HeOOXOAMMBIM KOMMIIEKTOM FMUEH3NOHHOMO
nporpammHoro obecneveHums.

7.19. Peanusauus MNMMNCC3 ocywecTBnsieTcs o6pa3oBaTenbHON opraHn3aunen Ha rocygapCTBEHHOM si3blke
Poccuiickon ®epepavmu.

Peanusauusi TMMNCC3 ob6pa3oBaTenbHoW opraHuM3auuvein, pacrnofioXeHHOW Ha Tepputopumn pecrnyonuku
Poccuiickon ®depepauun, MOXeT OCYLLECTBNATbCA Ha rOCYLapCTBEHHOM A3blke pecnybnukn Poccuickoi
depepaumm B COOTBETCTBMU C 3aKOHOA4ATENbLCTBOM pecnybnuk Poccuiickon ®enepaunn. Peanunsauus MMCC3
obpasoBaTenbHON opraHu3aunen Ha rocyaapCTBEHHOM s3blke pecnybnuku Poccuiickon depepauumn He OomkHa
OCYLLECTBNATLCS B yLepb rocygapcTBeHHOMY s3blky Poccuickon ®egepaumu.
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VIIl. OLUEHKA KAHECTBA OCBOEHWA NMPOIrPAMMbBI MOATOTOBKU
CMNEUMATTINCTOB CPEOHEIO 3BEHA

8.1. OueHka kadectBa ocBoeHuss [MMCC3 pomxkHa BKNYaTb TEKYLMUA KOHTPONb YyCrneBaemMocTy,
NPOMEXYTOYHYIO M rOCy4apCTBEHHYIO MTOrOBYIO aTTecTaumm oby4varoLmxcs.

8.2. KoHkpeTHble hopMbl 1 Npoueaypbl TEKYLLErO KOHTPOMS YCNeBAaEMOCTU, NMPOMEXYTOUYHOM aTTecTtaumm no
KaXXgon pucuunivHe u npodpeccuoHanbHOMYy Moyt paspabaTbiBatoTcsi 0O6pasoBaTenbHOM opraHusauunen
CaMOCTOATENbHO M [OBOOATCA [0 CBeAeHus obyyalolmxcsa B TeYeHWe MepBbiX ABYX MecsueB OT Havana
obyyeHus.

8.3. [nsa arttectaumm oby4yalolMXCA Ha COOTBETCTBME WX MEPCOHarbHbIX OOCTUXKEHMIA MO3TanHbIM
TpeboBaHuam cooteeTcTByowen MMCC3 (TeKkywmin KOHTPOMb YCMeBAaeMOCTM M MPOMEXYTOYHas aTTectauusi)
co3garTca POHOblI OLIEHOYHbIX CPeacTsB, MO3BOMANOLIME OLEHUTb YMEHWUS, 3HaAHWUSA, MNPaKTUYECKMN OnbIT U
OCBOEHHbIE KOMMETEHLNN.

®oHAblI OLEHOYHBIX CPEeACTB ANA MPOMEXYTOYHOM aTTecTauum No AUCLMNIIMHAM U MeXOUCLMNIIMHAPHBIM
Kypcam B cocTaBe MnpodeccuoHanbHblXx Moayrnen paspabatbiBaloTca M yTBepXxaalTcs obpasoBaTenbHON
opraHusaumen caMoCTOSATENBbHO, a ANis MPOMEXYTOYHOM aTTecTaumm no npod)eccnoHarnbHbIM MOAYNAM U Ans
rocygapcTBEHHOM UTOrOBOW aTTecTauuy - paspabaTbiBaloTcs M yTBeEPXAarTcs obpasoBaTenibHOW opraHusaumen
nocne npegBapuTENbHOro NOMOXUTENBHOMO 3aKntoveHnst paboTtogaTenen.

[nsa npoMexXyTo4HOW aTTecTaumMu oby4alroLlmxcs no gucuunianHam (MeXaucUMniMHapHbLIM Kypcam) Kpome
npenogaBsaTenen KOHKPETHON AUCUMUMNIMHBI (MEXAUCUMNINHAPHOMO Kypca) B KayecTBe BHELLUHMX 3KCMEepToB
OOIKHbl  aKTMBHO MNpPUBNEKaTbCA MpenodaBaTeniv  CMEXHbIX AUCUMNNUH  (KypcoB). [na  MakcMmarnbHOro
NpuUonwKeHNss nporpaMM MPOMEXYTOYHOW aTTecTaumMnm obyvalowmxcss no npodeccuoHanbHbiM - MOAYNSAM K
ycrnosuamM ux Oygywen npodeccnoHanbHONn feaTenbHOCTM obpas3oBaTernbHOW opraHuM3auuen B KadecTBe
BHELUTATHbIX SKCNEPTOB AOMKHbI aKkTUBHO MpUBreKaTbcs paboTtogaTtenu.

8.4. OueHka kadecTBa NOArOTOBKM OOy4YalOLLMXCA W BbIMYCKHUKOB OCYLLECTBMSAETCS B ABYX OCHOBHbIX
HanpaBneHusaX:

OLleHKa YPOBHSI OCBOEHWNS AUCLIMMNIINH;

OLeHKa KOMMeTeHLMIN 0by4aroLLmXcs.

[ns oHowen npegycMaTpuBaeTcsl OLeHKa pe3yribTaToB OCBOEHMS OCHOB BOEHHOW CIyXObl.

8.5. K rocyaapcTBeHHOM UTOroBOM aTTecTauum OomnyckaeTcs oby4qaroLnics, He MMEeLWMIn akageMmnyeckon
3a[0/MKEHHOCTN N B MOMHOM 0OBbEME BbIMOMHMBLLMI YY4EOHbBIN NNaH Unn uHaMBMAyanbHblA y4eOHbIN NnaH, ecnm
WHOE He YCTaHOBMEHO MNOPSAKOM MPOBEAEHWUs roCy4apCTBEHHOM WTOrOBOW aTTecTauum MO COOTBETCTBYHOLLUM
obpasoBarenbHbIM Nporpammam <1>,

<1> Yactb 6 crtatbm 59 depepanbHoro 3akoHa oT 29 pgekabpst 2012 r. N 273-®3 "O6 obpasoBaHuu B
Poccuiickon ®egepauun” (CobpaHue 3akoHogatenbcTBa Poccuiickon Pepepaunm, 2012, N 53, c1. 7598; 2013, N
19, cT. 2326; N 23, c1. 2878; N 27, c1. 3462; N 30, cT1. 4036; N 48, cT. 6165; 2014, N 6, cT. 562, cT. 566; N 19, cT.
2289; N 22, ct. 2769; N 23, cT. 2933; N 26, cT1. 3388; N 30, cT. 4263).

8.6. TlocymapcTBeHHass uMTOroBas arTecTauus  BKMOYAeT MOATOTOBKY WM 3aWMTYy  BbIMYCKHON
KBanMduKkaumMoHHoW paboTbl (auMnnomMHast paboTta, AunnomHbii  npoekT). Ob6ss3atenbHoe TpeboBaHune -
COOTBETCTBME TEMATUKM BbIMYCKHON KBANUMUKALMOHHON paboTbl COOEPXKaHWIO OOHOr0 UMM HECKOMbKUX
npodeccuoHanbHbIX Moaynen.

"ocynapcTBEHHbIN 3K3aMeH BBOAMTCHA MO YCMOTPEHWNIO obpa3oBaTernbHON OpraHnsauum.
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Mpukas MuHobpHayku Poccumn ot 11.08.2014 N 975

"06 yTBepxaeHnn deaepanbHOro rocyAapcTBeHHOro 06pasoBaTe/ibHoro
CTaHAapTa cpeaHero npodeccoHansHoro 06pasosaHns No creuuansbHOCTU
46.02.01 JokymeHTaumoHHOe obecneyeHne ynpasnieHns N apxmBoBeaeHne

(3apeructpupoBaHo B MuHtocte Poccum 20.08.2014 N 33682)

[okymeHT npepocTasneH KoHcynsTaHTl o

[ata coxpaHeHus: 30.09.2014

MpunoxeHue

k ®rOC CI10 no cneumanbHocTn 46.02.01
IokyMeHTauMoHHoe obecnedeHune
yrnpaBreHusl N apxuBoBeaeHUe

MEPEYEHb

MPO®ECCUIN PABOYNX, OOIMKHOCTEW CNY>KALLUWMX, PEKOMEHOYEMbIX
K OCBOEHUIO B PAMKAX NMPOIMPAMMBI NOAIrOTOBKWM CIMELNAITMCTOB
CPEOHEIO 3BEHA

Kop no ObwepoccuiickoMy knaccudukatopy

HaunmeHoBaHMe npodeccuin paboumx, AOMmKHOCTEN

npodeccuin paboumx, AOIMKHOCTEN CryXalux u cny>awmx
TapudHbix paspsgos (OK 016-94)
1 2
26353 CekpeTapb-MalUNHUCTKa
20190 ApxuBapuyc
21299 [enonponssogurernb
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